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Carls the company hero...you can be,too! 








“Your firm needs Dictaphone 
rIME-MASTER,” Comptroller 
Carl will say, “So ‘execs’ and 
“secs” Can schedule work our 
smooth, eflicient way. With mike 
in hand, you think out loud. 
No waiting for dictation. / tried 
rIME-MASTER and found why 


it leads in every nation. 








Carl saved his firm a lot of cash 
— stopped waste and errors, too, 
By trying out the sim ple way 
to dictate. So can you. We'll 
prove how Dictaphone TIME- 
MASTER boosts efliciency u 


businesses like yours—yust 


write or call us and you'll see. 











fry the Dictaphone TiM1 
MASTER dictating machine 
ind Dictabelt record on 












your job. Just call or write 
your local Dictaphone he id 
quarters. Or write Dicta 
phone, Dept 1-55, 420 Lex 
ington Ave., N. Y. 17, N. ¥ 


DIC &TAPHON E TIME-MASTER DICTATING MACHINE 
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in an Envelope? 
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INSERTING & MAILING 
MACHINE Cuts Costs by 80% 


Yes, this machine gathers and 
inserts up to eight enclosures, 
moistens flap and seals envelope, 
meters postage, counts and stacks. A 
It turns out 3,500 to 4,500 pieces - Fe caian ane’! 
per hour — saves time, labor, overhead. Write for folder, 
Reducing Mailing Costs by 80% or ask for demonstration. 





INSERTING AND MAILING MACHINE Co. 
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e COUPON @ 


INSERTING AND MAILING MACHINE CO., Dept. OF-5-55 
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Building the 
Procedures Manual 


TONY PISCATELLA 


Industrial Engineer—Operations, American Airlines, Inc., New York. 


i OS companies maintain a library employees. It educates employees at a 
1 A A 

\_ Ol at least three manuals, each ol levels as to methods otf outside de part 
l which deals with a specihc sub lect ments as well as then own. It Is used 





such as policies and regulations, table ot by manuagement to determine obso 
organization and responsibilities, and escence and duplication or tunctions 
procedures The latter, more otten tha These are the most common uses of 
not, is far from being up-to-date and is a manual. There also are many intangibl 
regarded witl omewhat less Importance henefits to be derived. De partment heads 
than the others. Yet, what can be more n preparing and approving revision 
important than a manual which pr are kept current on all procedura 
cisely shows the methods ot c¢arrving out changes. Personnel evaluators, as well a 
eurrent policy or regulation? nternal and external auditors, save tim: 
There are mat substantiating pro n performing their tasks and save pr 
ind cons about the so-called procedures auctive time ot others who might b 
manual, Most always, the pros stem tron requ red to provide them with data o 
companies who have experienced success functions, methods, ete. To gain suel 
th their manuals, primarily becaus mileage, the manual must be flexible and 
they use them and keep them current well planned It must have a format that 
Usually argument against procedures lends itself to quick and easy revisior 
manuals stem trom companies who have It must be written in a clear and coneise 
me, or trom companies whose manuals manner so that its content is readily 
ire in a constant state ot disrepair understood. It must be timely, and con 
If kept current, a manual provides so plete. 
many advantages that it is expensive Most mportant of all, its respo! 
not to have one. A procedures manual bility must be placed in the hands of 
traming and reterence guide for competent, clever, enthusiastic and ulee 
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PROCEDURES MANUAL 


ACCOUNTS PAYABLE -2-4~3 
VOUCHER GROUP 
a) 2 





-le 
GENERAL 


The Disbursements Register is an 
accounting record of payments made, 
prepared on a daily basis for the 

use of the Machine Accounting Depart~- 
ment in preparation of the General 
Ledger. 


“ee 
SOURCE OF INFORMATION 


PAYMENT TETAIL (Purchase Orders, 
Receiving Reports, Invoices) - 
received from the Account Distribu- 
tion Group each day. 


-3- 
PREPARATION 


Upon completion of checks, post the 
following data to a Disbursements 
Register Form 148 in the order listed 
below: 


4. DATE 

B, VOUCHER WUMEER 

C. VENDOR NAM 

D, MET AMOUNT OF CHECE 
Z, ACCOUNT NUMBER (S 


be involved. 


balance both totale of the Register 
"amount" columns with the checks 
posted, 





When the day's postings are completed, 


| nd 55, 


“ee 
DISPOSITION 


Forward the Disbursements Register 
to the Machine Accounting Depart— 
ment. Mail original checks to 
Vendors. Forvard duplicate checks 
and payment detail to the File Group. 





Fig. |. An example of a procedures manual in 2-column style on an 8!/2" x II" sheet. 
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[2-2 SERIES | 
2-2-1 Payment Grow 
Function 
2-2-2 Processing Purchase Orders 
2-2-3 Processing Receiving Documents 


2-2-4 Paying Invoices 
2-2-5 Paying Discount Invoices 


2-3-1 Account Distribution Group 
Puncti 


2-3-2 Coding Purchase Orders 
2-3-3 Coding Invoices 


2-3-4 Maintaining Payable Ledgers 
2-3-5 Preparation of Liability 
Statements 








ACCOUNTS PAYABIZ DEPARTHERT 
(SUPERVISOR ) 


2 Table of Contents 

2-1-1 Policy, Punction, Organization, Files 
2-1-2 Payment of Hon Routine Invoices 
2-1-3 Analysis of Payable Accounts 

2-1-4 Vendor Requests 


5/15/54 


(2-4 SERIES J 


2-4-1 Voucher Group 
Function 
2-4-2 Preparing Checks 
2-4-3 Preparation of Disbursements 
Register 
2-4-4 Special Checks 
2-4-5 Pay Statements 


2-5-1 File Group 

Punction 
2-5-2 Duplicate Checks 
2-5-3 Voucher Detail 
2-5-4 Disbursements Register 
2-5-5 Vendor Correspondence 
2-5-6 Miscellaneous 








Fig. 2. A numbering plan for procedures. 


proot individual who has the ‘blessing’ 
of management and is endowed with the 
authority to get the job done. The meré 
delegation to an individual of responsi 
bility for preparing the manual does not 
absolve management of its responsibility 
to give the project the required impetus 

Do not expect this individual to writ 
the manual in its entirety, because it 
might very well become a_ lifetim« 
project and never be completed. To th 
misfortune of many companies, one man 
tried to perform this feat. In an isolated 
and rare case it may have been accom 
plished, but there is little doubt that 
many of the procedures were obsolet« 
before they were printed. 

The responsibility for preparation of 
procedures should be extended to the line 





supervisor. The supervisor Knows lis 

partment better than any other person 

the company. In preparing pro 
cedures, he will discover any irregulari 
ties that may exist. This in itself may 
cause him to streamline and simplify 
methods. If supervisors prepare thei 
own procedures, the work can be done 
coneurrently, assurring completion ot 
the project in the shortest time. 

Perhaps the strongest argument 
against having procedures prepared by 
line supervision is that there will be as 
many different writing techniques as 
there are supervisors. This will be cor 
rected by the individual responsible for 
the manual who will edit all procedures 
In executing such a program, his fun 
tions will inelude 
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PROCEDURES MANUAL ACCOUNTS PAYABLE - 2-1-] 
Pxhibit I 
Page 1 
915-54 
PROCESSING VENDOR INVOICES 
Received in duplicate 
by Accts. Payable 
| PAYMENT GR 
Invoices mtched and 
verified with purchase 
orders and receiving 
reports. 
Py 
Lee, 
4), 
fee poorer cce- 41 
| PROPERTY RECORDS ! 
| DEPARTMENT : 
we re ae a 4 
aaa eeaen 
[10a GROUP 
Coding of Invoice and verifi- 
cation of purchase order dis- 
tribution. Preparation of Acct. 
Transfer memo. Posting to Pay-~ 
able Ledger. 
Dets 
r Kotoowts” ~ 7 
! CONTROL 
} , te a a 
VOUCHE P 
Preparation of check and 
Disbursements Register. 
T MACHINE — 4 sa peri a 
' ACCOUNT ING ~y VEDR ' 
7 ee . ° 
at bone 
Leow ence ~ 
--- Indicates other than 
| Accts. Pay. Dept. 
| 








Fig. 3. A department work flow chart to illustrate a procedure. 
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1. Interpreting and defining company 
policy regarding each individual depart 
ment, 

2. Planning and outlining procedures 
for each department with the aid of the 
supervisor, and assigning titles and pro 
cedure numbers for those planned 
3. Instructing supervisors in the prep 
procedures with regard to 
format, terminology, use of visual aids, 


ete a 


aration ol 


4. Analyzing and 
cedure 


evaluating pro 


content a to completeness ol 


data, adequacy of deseription, accurac’ 


5. Editing (rewriting when necessary 


all procedures prior to their publication 


6. Coordinating each procedure with 


any other departments that 


tected 


may be at 


y 






panhiy 
ii 





OF 





tributes 


body 





fatigue 


MATS: 18 x 30”, 18 x 48”, 24 x 36”, 36 x 64” 
RUNNERS: TO 36” width, any length. 


See your BANK OUTFITTER or OFFICE SUPPLY 
DEALER, or write: FLOORING DIV., Dept. C-5 for 


prices and literature. 


10 





Firm sponge base dss- 
weight, 
reduces strain and 


The Hygienic Dental Manufacturing Co., Akron 8, Ohio, U.S.A. 





7. Obtaining approval Lor procedurs : 


t} 


e management level. 
s Preparing procedures tor publica 
tion, arranging tor! 


distribution, 


reproduction and 
maintaining control of dis 
tribution 

uv Maintaining a control ot procedure S 
planned, published, in process, and to be 
written. 

10. Maintaining the procedures man 
ual in an orderly and up-to-date fashion 
within the limits of publication, for eas 
and understanding. 


preparation o! a 


ol revisiol 
Ones procedures 


manual accepted by management as a 


program 


ndividual 


and placed in the 
who will act 


His iunmediate 


hands of at 
coordinator, 


concern will involve 
format and publishing process, method 


; 


ol planning procedures, procedure lor 


, HERE'S THE SECRET! 


— INCREASED EFFICIENCY 
— REDUCED FATIGUE 


—GREATER WORKING 
COMFORT 


Foot Comfort Cushions pay for them- 
selves wherever people must work stand- 
ing. It really is no secret but just common 
sense that, by helping to relieve bodily 
strain and tensions, they enable users to 
work in greater comfort. Fatigue is reduced 
with a resulting increase in efficiency. 

Foot Comfort Cushions have a firm 
molded sponge rubber base which cush 
ions and distributes body weight. The 
surface is smooth, colorful, marbleized 
rubber tile lifetime-bonded to the sponge 
base. All edges are beveled for safety and 
appearance. Foot Comfort Cushions are 
available in 8 marbleized color combina 
tions clear through the tle 
and cannot wear off 


Colors Z0 
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< 


the new 


WEAREVER’ LIQUASCRIBE’ 


It retracts 
Y Writes dry turn to write f 


turn back 


VY Writes like a pencil to retract 





Y Erases easily 


Only product of its kind that combines 
retractable point... replaceable cartridge... 
renewable eraser. 

Here’s the newest writing marvel. Never needs 
resharpening, point can’t break, will not smear or 
smudge. A perfected writing instrument by 


the world’s largest pen maker. Lasts much Jonge) 


writes much better than ordinary pencils. 


WEAREVER / 29¢. 





LIQUASCRIBE $3.48 


RETRACTABLE PENCIL er dozen 


Order through your supplier 
b PE 


MADE BY DAVID KAHN, INC., NORTH BERGEN, N. J. 
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'MODERNEASE 
© CHAIRS 









Newest addition to America’s fastest 
growing line of quality office furniture 





(3 You'll offer an Invincible Modernease chair to 
; Executive any caller with pride... you'll sit in yours in 
er Jo Choirs matchless new comfort. Modernease chairs are 

: handsomely styled to complement famous 
oN Modernaire desks and Modernette wall units. 


«J They’re comfort-engineered for restful seating 
throughout your business day. See the new 
Secretarial SS 


Chairs 


a Invincible Modernease chairs today. 
‘a ; 
4 Set the pace 


» €, for better business living 





METAL FURNITURE COMPANY 
c MANITOWOC, WISCONSIN 
onference 
In Canada: A. R. Davey Company Ltd, 
Room Chairs Factory Representative 
175 Bedford Road, Toronts 5, Canada 
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mat, writing and terminology of content, | 
visual aids or illustrations, instructions 
regarding use of procedures and r 
visions. 

FORMAT. Manuals vary in size and 
makeup but 842” x 11” is regarded as 
standard, Using this size, it is recom 
mended that the text appear single 
spaced in two columns on each page 
(Fig. 1). Text appearing in two columns 
will provide maximum readability. 

Pages should be printed front and 
back to reduce the amount of paper r 
quired and keep the manual in) man 
ageable proportion. While the revision 
of one page may require re-printing 
both sides of a sheet, experience shows 
that one-page revisions are infrequent 
and more than counterbalanced by the 
advantages gained by printing pages 
two sides. 

Pages should be filed in ring binders 
with printed separator tabs between each 
department’s procedures. A duplicating 
process can be used as the publishing 
process, Offset printing will provide a 
professional job and can be utilized ton 
photo-reproduction of forms, graphs, 
ete., reducing them in size, if necessary, 
to 814” x 11”. 

PLANNING PROCEDURES. To ac 
complish their purpose, procedures must 
he planned well. They must be timely, 
accurate and easily understood. Outline 
each department in the form of an 
organization chart (Fig. 2). On the 
chart, list the groups that do related 
work, but perform different functions. 
Treat each group within the department 
as a subdepartment with individual pro 
cedures, Under each subdepartment, list 
all work pertormed by the personnel 
assigned to that subdepartment. 

Assign a numbering system to thi 
chart for listing procedures. An effective 
method to accomplish this is as tollows 

1. Identify each department with a 
principal number, such as: General Ac 


counting—l, Accounts Payable—2, Pay 
roll a. ete, 
2. Identify each subdepartment  o1 


vroup with a series number: the first 
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MR. HIGBY 
MEETS A GREMLIN 





Mr. Higby suffered 2 shocks. 


First he took a spill on his polished 
floors. Then he spied a Gremlin perched 
serenely on his desk. 


The Gremlin calmly took credit for Mr. 
Higby’s mishap. “Accidents,” he said, “are 
my business. But since I've already filled 
my quota, I'll tell you how LEGGE 
Safety Floor Maintenance chases 
Gremlins. Gives floors gleaming, 
yet slip-resistant surfaces. Reduces 
slip-accidents by up to 98%. 
Saves you money, too. As much 
as 3314,% for labor and materials. 





/ 
7 5-7 Read the whole fact-packed 
story in “Mr. Higby and the 
Gremlin’. Entertainingly written, color- 
fully illustrated, loaded with important 
information about your floors. Write for 


Free copy. Compliments of 


WALTERG.LEGGE SLgGi¢Es 


Company, Inc. 


Dept. W-5, 101 Park Ave. 
New York 17,N. Y. 
Branch offices in principal cities 





of Safety Fleer 
Maintenance 





ee Satt— = tees bee 










subdepartment of Accounts Payable 
would be 2-1. The succeeding subdepart 


ments would be 2-2, 2-3, 2-4, 2-5, ete. 


3. Number procedures consecutive 
inder each subde partment: the first pro 
cedure in the first series of Accounts 
Pay able would be 2-1-1. The succeeding 


procdures in this series would be num 
bered 2-1-2, 2-] 2-1-4, Apph 
numbers to the other subdepartments 1 
(Fig. 2). 

titles. Be 


accurate in your 


ete, 


similar manner 
Assign procedure 

vet descriptive and 

definitions, as follows: 
l. Entitle the first 


rst series of each department 


CONCISE, 


procedure of the 


Pat | 
Olle 


{ 


Function, Organization, Files. This pro 
cedure should contain general intorma 
tion a the introduction to each depart 
ment. It should contain company policy 


establishment of the de 
function 


regarding 
partment; general 
fulfillment of 

vanization 


the 
regarding 
policy, oO! 
(subdepartments 1 
files maintained 
All other procedures 


the company 
s¢ tup 
yroups); and complet« 


by the department 


Mutuals 


'rrre ~ 
bene — 
[ereenes eT 
r 
4 sren poy DY 


GLY rrr f 
‘ 


| TODAY 
cE booklet, 


re NUMBERED —~ 


"The Best Buy in Property Control Tags" 


say PURCHASING AGENTS 


“Now, 
where we 
cient use of our equipment. 
against 
eliminates unnecessary purchases 

termine obsolescence of equipment.” 


Lustrous 
BERED 
than 

easier 
brush 
into 

seconds on 


for samples and 
E “HOW TO PER- 
CT PROPERTY CONTROL.” 


ies should contain: 
a. Working procedural functions 
formed DY the 


; 
} 


in the first ser 


per 
supervisor or assistant 


an general supervisory tunctions 


not related to any 


iD Special projects 


OL the specihe supdepartments. 


all 


not pe rformed by One 


c. Functions applicable to sub 
departments and 
specific subdepartment. 

2. Entitle the 


SUCCE eding series 


ach 
the 
should 


first procedure of ¢ 
with the 
This paonestars 
function” . d “deseription” of 
Unlike the 
first procedurs 


name ol 
subde partment 
cont a 
the 


bunction specified in the 


ol the department, this 


ain 


subdepartment renera 


procedure spec 


fies and enumerates all functions per 
formed by the subdepartment only. At 
range all other procedures Within the 


= tollows 


subdepartments : 

a. Line up procedures in the chrono 
ot which the work is 
pertormed. Do not list procedures 1 
pertormed by individual 
within the subdepartment 
procedures follow a 


logical sequence 
( mployes ~ 
unless such 


pal 


chronologi al 






know what we have and 
we're making the most effi- 
The positive check 
transfer 
helps de- 


because 
have it, 


we 


loss, theft and unauthorized 


(No Screws, Tacks or Tools) 


“SERIALLY NUM- 
much more durable 
more impressive and 
“tags.’" Simply 


O16” Satin Aluminum 
AUTOGRAPHS” are 
foil or paper labels 

to use than conventional 
solvent on the adhesive backing and press 
place with your fingertips. Mount them in 
both smooth and crackle finish surfaces 


METAL 


MASON CITY, 


ine. 
IOWA, U.S.A. 





May, 





THe Orrice 1955 














Couldn't catch up! 


...no matter how hard we worked 

















This ¢ ompany averages 900 orders a day 


With a dozen clerks and even operators on nine 


electric billing machines, invoicing lagged — 


Dist 


until bills were going out eight weeks late! 


{nd then Ozalid came to the rescue! 

{ new order form was designed, printed 
on translucent paper. Copies of salesmen’s 
orders are used for invoices. Bills go out on 
time. Finding billing machine operators is 
no longer a problem. The payroll SQULNES 


is about $1,000 a month! 


In thousands of companies... 
Ozalid is expediting operations by making 
copies of invoices, specifications, statements, 
orders, reports —to speed order filling, cred- 
its, production, billing, accounting, etc. 


On cumulative reports and statements, 


OZALID 


Ozalid B 


low-priced office copying machine 
will make 200 copies an hour, on sheet 


as wide as 9 


Orrice—May, 1955 





AMBINO is 


for less than 2¢ a copy 


new entries are added and current copies 
made with Ozalid. 

Anything written, typed, printed or drawn 
on translucent (lets light through) material 
can be copied easily and quickly, without 
negatives, stencils, developing tanks, dryers 

Ozalid copies are accurate, delivered dry 
A letter sheet size copy costs less than 2¢ 
Anybody can use an Ozalid machine 

An Ozalid machine soon pays for itself in 
any office. There is a model to fit your needs 
The nearest Ozalid distributor (see phone 
book) will show you. Or write 177 Ozaway 
New York In Canada 
Hughes Owens ompany, Ltd., Montreal 


Johnson City 


OZALID A Division of General Aniline & 


Film Corporation 


the smallest, fastest 


From Research to Reality! 





















Wouldnt you 
like samples 

of the worlds 
largest selling 
pencil ? 


Youll find Sear 
MIRADO 


smoother, 
stronger, 
longer-lasting 
..2the most 


efficient your 
office can use 


Are you using the right degree of 
lead for each job? Write on your 
letterhead for free samples of 
MIRADO 
1 (Soft) 
No. 2 (Medium Soft) 
* No. 2’ (True Medium) 
No. 3 (Medium Hard) 
No. 4 (Hard) 


EAGLE PENCIL COMPANY 
Department D-5 

703 East 13th Street 

New York 9, N. Y. 


| 
| 


| 


ern OL processing 

b. With exception to the foregoing, 
procedures for subdepartments that per 
form tunctions in which processing ot 
documents is not required (such as a 
Report Group or Accounting Control 
Group) may be grouped together by suly 
ject matter 

¢. Do not inelude, in a specifie subde 
partment, procedures that apply to 
another subdepartment. If related func 
hions are pertormed by more than One 
subdepartment, each group’s procedures 
should show only their portion of the 
work 

PROCEDURE STYLE. If possible, 
breakdown and caption each procedure 
in the tollowing categories, answering 
therein the questions asked (Fig. 1): 


1 GENERAL 
a. What is the job? 
b. Why is it performed? 
( When is it performed ? 

2. SOURCE OF INFORMATION 
What is used (documents, ete.) 
to pertorm the job? 

b. Where do they come from? 
c. When are they received? 
3. PREPARATION 
Llow is the job pertormed ? 
$, DISPOSITION 
a. When is the completed ob dis 
posed ot? 
Ilow is the completed job dis 
posed of ? 
Where is the completed job dis 


posed ot? 


There may be variations to this style, 
but generally it covers most eases. In 


| certain procedures the captions Source 


of Information and Preparation may not 
apply. In these cases, insert captions 
that deseribe the processing, such as 
Logging, Coding, Account Distribution, 
ete, 

To aid in writing complex work pro 
cedures, prepare work flow tables in 
advance and incorporate them as part 
OL the published package. 

WORK FLOW TABLES (Fig. 3 
show each step ot a procedure within 


framed box, commencing with the receipt 
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NOW you can do 
your own 





“saddle stapling’’ 





on folders * reports 
bulletins * programs 


rosters * proposals 


NEW BOSTITCH B8S SADDLE STAPLER 
$1795 Rugged, compact, simple to operate. 


Saddle binds anything from an 8-page dummy 
to a 128-page magazine with page width 
up to 12 inches. Uses same staples 
as regular Bostitch B8 Desk Stapler. 
Order it through your stationer, or phone 


your local Bostitch representative. 


Fasten it better and faster with 310 kS I | T CH 


STAPLERS AND STAPLES 
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Open Shelf Files . . Stee! Shelving 


BORROUGHS 


Be Better Satisfied 





‘ with steel sliding doors 
without doors ; ev 
with glass sliding doors 


Borroughs ‘42” 


If you need a bookcase or a storage cab 
inet for your office, the Borroughs ‘42 
will fill the bill to a “T’’. There are 3 models 
to choose from. All units are 42” high, 
3814" wide outside, and available in depths 
of 12” or 18”. Each unit has adjustable 
sliding shelves that are easy to adjust with 
out messing around with any bolts or nuts 
The shelves slide in and out of slots with perfect ease. The glid- 
ing, sliding door models are available with either steel or glass 
doors. Order your Borroughs 42” now. Write sales department 
for our catalog. It will come in mighty handy .. it’s chuck-full 


of mighty good values. 


MANUFACTURING COMPANY 


AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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ot torms and detail, and ending with the 
disposition oft detail and any 
workpapers, letters, ete., prepared dur- 
Work flow tables should 
be prepared before procedures are writ 


rorms, 
InY processing, 


ten, to insure that the writeup includes 
all steps involved, get it down in ehrono 
logical order, insure that the text covers 
the routing ot all 
ing’ detail, 


forms and accompany 
insure the omission of usé 


less text with only procedural steps in 
cluded and deseribed. 
Work flow tables can be prepared to 


apply tO a complete 


number of procedures fo1 


department, a 
a subdepart 
an individual procedure of a 
subdepartment, 


ment, o1 


DEPARTMENT WORK (Fig. 3) 
shows the work pertormed by more than 
one subdepartment. If reproduced in the 
manual, the table should appear as an 
exhibit to the first procedure oft the de 
partment, entitled: Policy, Funetion, 
Organization, Files, and should refer 
ence each step of the procedure to the 


FLOW 


subdepartment responsible for perform 

ahee, 
SUBDEPARTMENT 

the work 


WORK FLOW 
performed by only 
department, but involves more than one 
written procedure in the group. If re 
produced in the manual, the table should 
appear as an exhibit in the first pro 
cedures of the subdepartment. 


shows 


one sub 


PROCEDURE WORK FLOW shows the work 
performed as deseribed in written 
procedure of a subdepartment. If re 
produced in the manual, the table should 
appear as an exhibit in the procedure 
to which it applies. 

CONTENT. Volumes have been writ 
ten about writing techniques and if 
seems there is little need for mentioning 
them However, since preparation 
of a manual is a specific problem, some 
hints are included. 

The new employee needs to know the 
details of his job. Try to anticipate his 
questions and answer them in the pro 
cedure, Describe the functions simply, 
clearly and completely. 

Try to be concise but do not sacrifice 


one 


here, 
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OPERATION 


RECORDER 


PLUS TOTALIZER 


for machine, process, system 





TIME RECORDER —TOTALIZER 


provides continuous, accurate performance data 
about machines, processes and systems in any 
plant or office. Automatically records on a 
chronologically marked chart roll—one roll lasts 
four months—the time and length of every ‘on’; 
every “off” period of the equipment. Also com- 
putes total “‘on” time. The TIME Recorder—Total- 
izer is suitable for remote and multiple installa- 
tion. Rugged construction . . . tamperproof. 


HEAT-TIMER corporation 
657 Broadway * New York 12, N.Y. 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


wernt #08 Cucuias | 





che scription of necessary detail mere 
preserve concisenes ! torm), le! i 7 ’repare 

Simple words and short sentence 
Dest \ procedure deteats it PUr post J ara f form 
when it cannot be understood Use con ! rel al into ation IS DpeIng Z1\ 
mon words. Avoid adjectives wheneve1 ' as: “In accordance with company) 
possible to prevent confusion Adjectives oln a invoices are remitted on tl 
<uch as “big, large, considerable,” et ach month” (Fig. 1) 
are troublesome words. What is “big” o1 AL AIDS are one of the 


“large” lor one person may hye propo! les gy metnods, 1f not the best 


; 


tionately smaller tor another. Alwa | should used whenever pra 


; 


¢ eXact size and amounts and ma included as appt ndices o1 


Make use of articles, such as “an, the,” neco rated witnl n ext ot a pro 


ote fhev are used in speech, so Use then eodure, viel y is more effective 


i writing ! “ail I \ if hipl should 
Make certan { each sentence is col re produced 
t, following the basic rules ot gram OWlNg Cases 

mar. (4 ompl te each thought and avoid ] k’orms, worksheets, etc., to he 


leaving the reader “hanging in all by emplovees and whiel 


Do not use more than two phrases 


AL entence, whenevel! possible It 
more desirable to break down a lo 
entence, showing each compiete thought eiters to be prepared, requil 
ndividually preci format and terminology 
In all ca here instructions ) y Standard torms, originating 


form certain tasks are being given to ¢ the department, to be prepared 


4 


gee ae /) y) 
GALA (st Wess devmndwnd 


THIN PAPERS 


to reduce typing, mailing and filing expenses. 


we suggest Fidelity Onion Skin 


EK S| F "64 Clearcopy Onion Skin 


Superior Manifold 


Capies - Recard4 


FSLEECKH MANUFACTURING COMPANY 


TURNERS FALLS, MASSACHUSETTS 
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Although this approach could earn the 
salesman bodily harm, the executive, 
burdened with the menial task of hand- 
signing checks while more important 
matters pile up, could profit from what 
he has to say. 

Cummins Automatic Check Signers 
could whip through all the checks in 
minutes—and register the executive's 
perfect signature on each. 

Cummins Signers save hours of exec- 
utive time, leave more time for verifying 
amounts and authenticity of checks. 






IN BUSINESS AND BANKS &. SINCE 1887 


OMmMmimns 





A Cummins Signer lets the executive 
delegate the signing task, yet maintain 
absolute control over his signature 
through 4-way lock and key safety. In 
fact, a free insurance policy with each 
machine is added proof that there’s noth- 
ing safer than a Cummins-signed check 

Mail coupon for full information 





CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 
Dept. 0-55, 4740 N. Ravenswood Ave., Chicago 40, Ill 


Please send me full information on Cummins Check Signers 


Name 


Name of Business 


Cummins Business Machines Address of Business 
sales and service offices 
in principal cities City 
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Won't get brittle with age! 
Won't ooze adhesive! 
Won't shrink or cloud! 


Mend 





810 
Permanent Mending Tape 


ea: « Won't Uore «+ Write 





valuable papers invisibly ! 


Here’s a mending tape you can use 
safely on your most important docu- 
ments, valuable books, maps and office 


records. It practically disappears on 
contact with paper, and it stays crystal 
clear permanently. 

“SCOTCH” Brand 810 Permanent 





Mending Tape will never become cloudy 
or brittle, won’t shrink or ooze adhe- 
sive. And here’s another big advantage 
... this new tape has a smooth surface 
that doesn’t reflect highlights, can 
be written on with pencil, ink or 
typewriter! 








Your tape supplier has “Scotch” 810 Permanent 
Mending Tape now... see him for a trial quantity! 


adhesive tapes made in U.S.A. by Minnesota Mining and Mfg. Co., St. Paul 6, Minn. Export Sales Office: 99 Park 


The term “SCOTCH” and the plaid design are registered trademarks for the more than 300 pressure-sensitive 
3M) Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario 
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production ot these torms provides his 
terical record for the department. Do 
not reproduce a form that is reproduced 
in another company manual, unless 
specific action is required on the part of 
the department and reproducing the 
form will increase the effectiveness of the 
procedure, 


4. When work to be pertormed by 
employees involves’ the processing ot 
many torms and accompanying detail, 


reproduce work flow tables to accom 
plish easy understanding. 

USING PROCEDURES. When pro 
cedures are published, request employees 
to review them before filing in binders. 
Obtain their participation by requesting 
that they make pencil notations, indi 
cating wherein procedures are lacking in 
detail, or inaccurate. Remember that 
employees are closer to the operation. 
Their may reveal variations 
that are not in order, or changes that 
will simplify the work. Correlate all em 
ployee Evaluate and give 
effect to them (if warranted) in the next 
scheduled procedure revision. If changes 
are major, revise the 


comments 


notations, 


procedures im 
mediately. 

thei 
manuals as a daily reference guide for 
answers to their questions. If their work 
overlaps into another department, per 
mit them to review the other depart 


Encourage employees to use 


ment’s procedures. 

In many of the procedures, it will be 
necessary to make reference to require 
ments published in other company 
manuals. These publications should be 
made available to the employees so that 
they can obtain a thorough knowledge 
and complete understanding of what 1s 
Allow time for employees to 
review publications as part of their daily 
working routine. If possible, review the 
publications with them to insure correct 
interpretation. 

REVISING PROCEDURES. Inas 
much as the manual will reflect company 
policy and methods, it is imperative that 


required, 


line maintain 
cedures complete and current 


supervisors their pro 


Written 
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RECEIVING Form 











THAT SPELL 
C-O-N:-T-R-O-L 


WITH A PURCHASE ORDER FORM 


you KNOW the price... the 
delivery date and all facts 
purchase. 


quantities, 
regarding the 


WITH A RECEIVING FORM 


you KNOW what you receive, from whom, 
when it is received, and where it goes. 





The New 
AMERICAN 
REGISTER 


Last word in 
Accurate 
Performance with new and improved con- 
trol standards. 





WRITE DEPT. 05 


AMERICAN REGISTER CO. 
Business Forms 


FIRST AT K STREETS 
BOSTON 27, MASS. 





tr 








AUTOMATIC 
TYPING 


stecccsccrecccccceces Ve 


Get Your 
FREE Copy 


. 
. 


It’s no secret that individually 
typed letters bring better results. 
But hand-typed letters can become 
very expensive when used in vol- 
ume for routine correspondence or 
direct-mail selling. 


Automatic typing of personalized 
letters by Auto-typist equipment 
is the economical solution. Just 
how automatic typing can be used 
to cut costs and increase returns is 
contained in the 16-page booklet, 
“How to Use the Auto-typist.” 


Auto-typist 


World's Largest Manufacturer of 


Pneumatic Typing Machines 






AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 55 
2323 N. Pulaski Rd., Chicago 39, Ill 
Gentlemen 

Please send me ao copy of ‘‘How to Use the 
Auto-typist 
Name 


Company & Title 


City Zone Stote 


. 


Peeeeeeeeeeeeeeeeeseeeeeeee® 


































procedures must be revised immediately 
when working procedures are changed 
or, il possible, betore changes in work 
ing procedures go into effect. It would 
he advisable to have the written pro- 
cedures reviewed and analyzed before 
the working procedure is inaugurated, 
to insure the best possible understanding 
by all personnel concerned. 

When planning changes to written 
procedures, remember that the primary 
purpose of procedures is to guide em 
ployees in performing their tasks simply, 
with dispatch and with the best possible 
information at hand. In view of this, it 
would be well to consult employees for 
their ideas on the proposed working 
procedure before final action is initiated. 

All written procedures should be re 
viewed at least ones every six months 
and revisions made, no matter how 
minor they may be, if there have been 


changes in the work procedure 





Her Desk Arsenal 


Routs Gunman 
AST MONTH a male employee 


carrying a small paper bag was 
d followed into his New York office by 
a stranger who produced a gun and 
barked, “Stickup! Gimme that payroll!” 
The employe dropped the paper bag, 
spilling the container of tea it contained, 
and grappled with the man. A temale 
employee nearby snatched 


stapler 
from her desk and hit the gunman on 
the head with it. Then she grabbed a 
metal ealendar pad holder and hit him 
with that. Subsequently she belabored 
him with a telephone and a paper punch. 
The stickup man dropped his gun (it 
proved empty) and fled. 

This office had lost a payroll to bandits 
last November. Since then, employees 
were paid by check. The gunman must 
nave spotted the employee with the 
paper bag and thought it contaimmed pay 
roll cast But he didn’t wait to be hit 
with any additional office equipment. 


The dav was Good Friday 
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atonal s save us 133% a year 


on our investment.” 


“Our National Accounting Machines repay their entire cost 
to us every 9 months, in direct savings, giving us 133% 
return every year on Our investment 

We also realize indirect savings, hard to estimate in dol- 
lars, but very substantial 

We find that the main reasons for these savings are (1) the 
speed and simplicity of operation of National Accounting 
Machines, and (2) the fact 

that they do the major part 


of our work automatically.” Crleend Geran 


KMROEHLER serves U. S. and Canada with fine furniture through 14 
strategically located manufacturing plants 
THE NATIONAL CASH REGISTER COMPANY, pvayron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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—KROEMLER MANUFACTURING CO., Noperville, Ill 


* Werld's Lorged Furniture Manutecturerd’ 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 


“TRADE MARK REG U.S Pat. OFF. 
Upalional 
ACCOONTING MACHINES 
ADDING MACHINES » CASH REGISTERS 


to 
a 















MIMEOGRAPH? SPIRIT? OFFSET? AZOGRAPH! 





Which is best? That depends on which process best fits your 
individual requirements 

To get an unbiased answer call your A. B. Dick Company 
distributor. He can demonstrate all four processes. You'll find 
him listed under Duplicating Machines in the classified sec 
tion of your phone book. Or, write A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. All A. B. Dick 
mimeograph products are for use with all makes of suitable 
stencil duplicating products 


AB-DICK 


trademarks of A. B. D 
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| YOU NEED THIS 


| Challenge 





} EQUIPMENT , 
















PAPER CUTTERS: 


11 models 7 sizes... from 

lever cutters in bench and floor models 
to power cutters with hand or 

hydraulic clamp Engineered to provide 

smooth, accurate cutting with 

minimur: effort and maximum safety. 








Vat 
, j Ar 
PAPER DRILLS: (ete (i - 
For standard run of loose- — a 


leaf work. Also adapt- 


f be able for variety of 
Ay novelty jobs. 9 styles 
“ available — hand, 


foot, power models. 


TRADE-MARK (A) 


dealers in all principal cities 


' 
THE CHALLENGE MACHINERY CO. , 









al GRAND HAVEN, MICHIGAN 

u ' 

a7 R ° ° F Send details as checked below l 

PR E s s t Ss : Paper Cutters Paper Drills { 
Always a sharp Proof Presses Paper Punches 

clean impression; f 

easy operation. Name F 

Full selection of 5 

styles 5 sizes Full Address i 

t 

upe r i 

Mail coupon for specific information Se 
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| CARBON RIBBON 








gives you MOKE/ 


MORE savings . . . because of lower initial cost. 











MORE features . . . special speed features found only in the 


most expensive machines. 


MORE economy ... rugged construction cuts operational 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


— Gao RS = 


avoids costly errors. 


Write for complete information. ..IT'S FREE! 
Fully descriptive, 
illustrated literature 


ond prices will be sent R.C.Allen Business Machines, Inc. 


without obligation. 679 Front Avenvwe, N.W., Grand Rapids, Michigan 





wernt 






1 CARBON RIBBON 
ISOmalic. TYPEWRITER 





R. C. Allen’s new VisOmatic Carbon Ribbon 
Typewriter is the only one offered at such a 
low “standard typewriter” price! Including 
all the f: ; VisOmatic featur the VCR 
all the famous VisOmatic features, the . 
is ideal for executive correspondence, critical 
typing and reproduction. Letter impressions 
are black, sharp and clear. Dual value, too, 
with instant switch from carbon to cloth rib 
bon as desired. Complete choice of new type 


faces. 


isOmalic. ADDING MACHINES 


Hand and electric models with 6 to 13 column 
capacity, for narrow or wide tape. Ciphers 


print automatically, clear signal prints with 
first item. “Feather-lite’ touch, even-odd key 
tops for greater speed and accuracy. Electric 


models have motorized multiplication and sub- 
traction, automatic space-up, total, sub-total. 
Models with direct subtraction print subtracted 
items in red. Direct, automatic Credit Balance: 


available. 


R.C.Allen sookKEEPING MACHINES 


Models for commercial, payroll and bank use, 
One-operation posting, so simple anyone can 
operate these fast, accurate models. Front-feed 
carriage, automatic date printing, keyboard 
carriage control, automatic tabulation. Easy, 
quick interchange of control bar fo. adaptir yy 


machine to many uses. 


R.C.Allen cASH REGISTERS 


Electric and hand-ope rated model for eve ry 
business. Features include “Cashguard” lock, 
“Speedi-Change” cash drawer. Get maximun 
protection, convenience and information at 


lowest cost. Handle cash, charge, paid-out and 


received-on-account transaction with aut 
. , , . , , 
rrapl ec aetall tape fo. complete ecora 


America's Finest 


————: 1391) 
SS UACHINs => Machines for Every Use 
~~ 


and Every Business 





without obligation. 679 Front Avenve, N.W., Grand Rapids, Michigan 3 









a at 
For clean, sharp, easy-to-read 
impressions... nothing beats 


a IMPRESSION wo ly 














KEY 
PRODUCTION 
PAPERS 














Lithograph—smal!! jobs or large, 
lint-free, long runs or short 








For the 3 major processes 


Here’s the important thing to remember: Whether 
you use lithograph, stencil duplicating, spirit or 
Stencil Duplicating—quick-dry- gelatin process, you can depend on WAUSAU 
eceiaiiiaia tails IMPRESSION PAPERS for best impressions. These 
papers are accepted as key production papers 
because of their uniform quality, brightness and 
receptiveness to ink. 


WAUSAU IMPRESSION PAPERS are made of high- 

- est grade virgin fibre and are tub-sized. They are 
Spirit or Gelatin Process—low- full-bodied, lie flat and feed easily for long, fast 
oo runs. Available in new bright white and a wide 
range of colors. 





























Our 56th Year 


The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 






WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Artisans of Mills at BROKAW, WISCONSIN 
Fine Papers Member—Wisconsin Paper Group 
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mocnines for Cvery Use 
and Every Business 





A new way of life in the office 
Ants 


PARTITION-ettes*' 
and OFFICE-ettes'' 








modular, 


packaged offices in both 


steel and wood 


Manufactured by 





sis: tiaitien “deal ARNOT-JAMESTOWN DIVISION 
ee a Soe AETNA STEEL PRODUCTS CORPORATION 
JAMESTOWN, NEW YORK 
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nt news for you! Storage drawers of 


popular Sreel Age “3000 Line’ desks are now equipped with 
revolutionary new nylon and Buna ““N” rollers which actually cut desk 
lrawer noise ip to 7 as proved in actual audio measurement test 
} 
f ¢ millior ning and cl , rat 
After a quarter-of-a-million opening and closing opera i 
the eq sient of ears of nor SeTVICE durable 





elf-lubricating Steel Age nylon and Buna “N’"' rollers 





i mo Signs of wear 
his important development in noise ppre 
I i i ’ 1Pi 
it one of many Streel Age contributions ¢ errer 
r p ' ' 
othce management. Call your Sreel Age leaier 
His experienced counseling in office planning 
, } Ti ) Jul Ciliipe iti ) pi4 AiLitih 
rs wirt t ob! eins 
is a> Wi 4 UV Patil i 





CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 


Branch Offices 


Boston * New York ¢ Philadelphia ¢ Atlanta © Detroit ¢ Chicago * Dallas ¢ Oakland 


feel Age 


lhe Quality Choice of 


Modern Office 
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PATENTED 
EFFICIENCY 
in the 


Use of : 
CARBON — pmCRI?-N-PULL RQANGOL alga 


1. Automatic WITH THE ExcLuUSIVE ECONOMIZER BOX 
Alignment. 
te 
2. Automatic 
Rotation of ts , 
sheets for a 
longer wear. 4 
ons ¥ 


3. Automatic wy, 


Warning of 
last typing 
lines. 


4. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 





BRANCHES IN ALL LARGE CITIES IN THE U.S.A 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |. N. r, Use 
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opened, money falls out 
















































And what becomes of that money? 
It ends up in your company’s earn- 
ings statement on the profit side. 

Only 350 copie of this book exist, 
each in the hands of a McBee repre- 
sentative. But he’ll be glad to let you 
look at it... which is when you be- 
gin to see the money. 

The book is called “Comprehen- 
sive Plant Reports... On Time.” It 
shows how plant supervisors, from 
foremen to front office, can be pro- 
vided with accurate, meaningful fig- 
ures on every phase of factory oper- 
ation—simply and at low cost—with 
Keysort punched cards, 

The book demonstrates how Key- 
sort pinpoints costly performance 
trends the moment they occur. Quite 
as Important, it shows how speedily 
the figures reach you. On your desk, 
complete, by the 4th of each month. 

nterim reports every Monday...or, 

where needed, even daily. Whether 
yours is a 100-man branch plant or 
a giant of industry. 

You’ll find the presentation inge- 
nious and graphic. It literally uwn- 
folds before your eyes. 

Rest of all, it takes only one hour 
from start to finish. 

Ask the nearby McBee man to 
open this book for you. Or write u 





Punched-card accounting 
for any business 


Manufactured exclusively by 
The McBee Company, Athens, Ohio 
8) ion of Royal McBee Corporation 
Office t principal cities 
In ¢ da: The McBee Co 
179 Bartley Drive, Toro 














Brand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


offers compact department key ar- 
rangement for added control benefits 


Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts, 
and more... high-efficiency adding ma- 
chine as well. 


Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 
totals, subtotals automatically 
Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub. 
totals from add bar automatically. or 
use regular dual total key. or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 

keyboard. 





Model 70-85-54 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 
automatic credit balance 
Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated. f 


Write today for free trial of any of these 
famous machines. Dealer franchises available. | | 


VICTOR ADDING MACHINE co. Chicago 18, Illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 


Model 6-83-54 
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DO YOU 
| emma, «= MAKE COFFEE 
S THIS WAY? 


FASHIONED 





OLD FASHIONED CRANK 


~ 


Crank turning is the outmoded way of making 
coffee, placing phone calls, starting cars, etc 
So why run an inefficient, outmoded office 
You can do away with the time-wasting, 
pencil-eating crank type sharpeners by getting 
a self-storting, electric, completely automatic 
Electro-Pointer and sharpen pencils the mod- 
ern woy Saves time, saves pencils. See your 
stationer or write Stile-Craft 


COMPLETELY AUTOMATIC! 


BE MODERN e 
WITH THE af 


1825 MACKLIND AVE. ST. LOUIS 10, MO. 
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World's Finest Dupe licalors 


AT THE WORLD'S LOWEST PRICES 


Gn hoducing 
a 


SPEED-O-PRINT’S 
LIBERATOR MODEL 3O0O ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. 





genuine opportunity 


ADDO macnine co., inc. | GRAMONT corporation 


145 West 57th St. New York 19, NY 2756 Rowena Ave, los Angeles 39. Calif 
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ORANGE and 
LEMON YELLOW 
CARBON 


For the Diazo Processes of Reproduction 


Recommended by leading manufactur- 
ers of Diazo Process equipment as 
having exceptional actinic opacity... 
excellent handling characteristics. 
Get to know this Storms specialty. 
Write for samples and complete in- 
formation. (Also available: Special 


opaque inked typewriter ribbons.) 


Manufacturers of the complete line that 


Ready for you 


oT — aw stands the test of time... CARBON PAPER— 


1955 Storms Cot 
alog 32 poges 
of quich reference CARBON ROLLS — INKED RIBBONS. 
to hundreds of 
items Write for 
your copy TODAY 


H. M. STORMS COMPANY 
STORMS Storms Building, Brooklyn 38, N. Y 
SERVICE BUREAU Gentlemen: We are interested in Carbons & Ribbons for the Diazo 
“oe Pay” Ree Process Please send complete information and samples 


We would like a copy of your new 1955 Catalog 
Nome 


a ie, ’ . a - ma pt _ ts Company Name 
‘ Address 
City Zone State 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


que 
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on That Will 


[Is The Combinall | 
| Record-Keepivs 


This 


a You! 


isanedls are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 


sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fing or permanent filing. Simply Acco-punch 


pressboard is “the touch of perfection’ your correspondence and other papers, 


in office filing. It rids your files of soft place them over the prongs of the Acco 
folders, scattered papers, loose and* mis Fasteners in your Accobind Folders and 
laid sheets. It assures security, availability, be assured that “ACCO-bound Papers are 
system, proper sequence. It saves time, SAFI papers.”’ 


temper and money. 
I Why not settle now the vital matter of 


Acco-binding can be used in every de- record-keeping in your office for all time? 
partment of your business—for temporary Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Litd., Toronto 


for your every need 
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I'm in love with a fast worker 


—and the boss 
is happy too! 


I’}] let you in on the story. For a typi- 

cal day, at 3 o'clock the boss would say, 

‘Let me have 10 copies of this letter by 

5 o'clock.” Then at 5 o'clock he'd say 

“Sorry Ruth, (ll need 6 more copies.” 

Well, you can see how it is — I mean 

was. The time, more time, and overtime it took me to make copies. Every 

day! And each copy had to be scanned for small errors that are sometimes 
very important. 

Now a great change has come into our office life. Here’s my handsome 
Photorapid beside me, ready to make a permanent copy, in seconds, of 
anything at all — a long detailed letter, a confidential memo, a page from 
a book, or just an important (7) doodle of the boss’, “Must remember 
to raise Ruth’s salary.” 

Well, it 7s true. Now Um doing three times what | used to — and better 
work too, because I'm not tired out with the strain of constant copying. 
That’s why I’m in love with this little machine. It's such a fast worker 

and it has such wonderful photogenic — | mean photographic eyes. 

P.S. Our accountant says each copy costs only pennies. What do you 


know! I just figured up Photorapid will pay for itself in a few months! 


Te 


ft Dept. 0° 105 Chambers St., New York 7, N.Y. 
I'd like 


know what the Phe 
rh ’ 


ds 
&e 


io for me 


COMPANY 
ADDRESS 


city 
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Spee-D-Ada 
. ee Here are <> smart 


7 ways to speed up your 
V4 mailings...use Dennison 
Addressing Labels 


‘ae 


2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2!%/5” x 
15/6”, per sheet; 132 to set. 


* IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2) 5” x 
1”, per sheet. 


All with Dennison special formula 
gumming for tight adhesion 


At your stationer’s or write for 


the name of your nearest dealer. 


<Dein ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 


typing and attaching. 1000 labels, 
3” x oo 
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Jack Potter, Remington Rand engineer, at the 
tape imput machine. 


Tua 


()prict 


May, 


1955 





A Remington Rand Univac Computer is used 
at the White Sands Proving Grounds, New 
Mexico, to compute and analyze the enormous 
amount of data gathered from each missile 
firing and have the results ready for use 
before the next missile is fired. Missile flights 
are recorded on film at the rate of 5000 
frames a second which produces the great 
quantity of data. Approximately 500 measure 
ments are required for each flight and this 
would ordinarily take from 250 to 500 hours. 
Univac is capable of handling computations 


for ten missiles in a day 





Continuous Sten-C 
Labl addressing sten 
cils being written on 


tabulating equip- 

ment at Durkee- 

Atwood Co. Minne 
apolis. 





Furniture made by 
Milwaukee Metal 
Furniture Co. and 
installed by Indus- 
trial Office Supply 
in the offices of 
Stewart Co., Dallas, 
Texas. 


Herbert Haymes op 
erating communica 
tion equipment of 
Times Facsimile 
Corp. in their radio 
station KE2XER. 
Photos, drawings and 
news summaries from 
the New York Times 
were sent to the S.S. 
Atka in the Antartic 
14,000 miles away. 
Included was the 
photo of a crew- 
man's newborn son 











Virginia Zappacosta 
Philadelphia City 
Hall clerk, and Leon- 
ard Mischell, con- 
troller's office, with 
some $54,000 stored 
in Vul-Cot waste 
baskets. Money piled 
up in City Hall safes 
since 1900, having 
been taken from 
gambling and bur- 
glary defendents to 
await claim by own- 
ers. 


Explorer and author 
Wendell Phillips in- 
terviewing a native 
philosopher in Ye 
men for the book 
Qataban and 
Sheba.’ Mr. Phillips 
used a Gray Audo- 
graph dictating ma 
chine. 


Lawrence E. Eden 
field of the State of 
Florida's Dept. of 
Education uses a 
Remington Rand 
Model 99 Printing 
Calculator to pro 
rate expense items 
among 27 counties 
each at a different 
rate. Machine does 
entire job after per 
centages are indexed 


in its memory 








A new color movie, 
The Right Touch, has 
been produced by 
International Busi- 
ness Machines Corp. 
The 1{8-minute film 
stars Cathy O'Don 
nell and Jeffrey Lynn 
who is shown with 


H WwW Miller Jr. 


sales manager of 


IBM's electric type- 
writer division, at 
right. The picture, 
which will be shown 
to business students 
and office beginners, 
is available free from 
IBM's Film Library, 
Endicott. N. Y. 


Cathy O'Donnell as 
a business education 
student, and Nancy 
Cushman as a typing 
teacher, in the 
movie, The Right 
Touch. 


Efrim Zimbalist plays 

the role of a person- 

nel manager in the 

movie The Right 
Touch. 











is i Ee 





Edwin J. Quinby, president, Monrobot Corp., and William Burkhart, director of electronic 

research, inspect the Monrobot V computer which was especially designed for the, Army's 

Corps of Engineers. Weighing only 1500 Ibs., the Monrobot V will be used on a truck in the 
field to prepare maps. 


John K. Boeing 
(left), president, 
Recordak Corp., 
demonstrates the 
Recordak Reliant 
Microfilmer to Ray- 
mond C. Deering, 
senior vice president, 
Manufacturers Trust 
Co., New York. 
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Mailroom in the southwestern home office of Prudential Insurance Co. 

of America, Houston, Texas, handles 30,000 pieces of mail a day. Mail 

is shown being sorted (above) into trays for travel on the vertical 

conveyor designed and installed by Lamson Corp. Sketch at right shows 

the selective vertical conveyor system with a sending and receiving 

station at the lower level. Trays automatically disembark at the proper 
floor 


= 





Wall dial presets mechanical fingers to de- 

liver tray at its designated floor. The incoming 

tray at right has just been received from 
another floor. 
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ib, BUSINESS...WHATEVER ITS SIZE... 
CAN TURN inte fo money WITH A MARCHANT 


- 


77 bm iy bY 
bers a 
1 salt fr 
ro gM —_ 
High speed, automat 
MARCHANT Figuremoti 
Costly hours spent figuring by ineffi it's EASY TO OWN With our “pay-as-it 
cient methods or with inadequate save plan you can now own thi 
equipment are turned into extra hour moderate-priced MARCHANT Figure 
of profitable, productive effort with a matic for less than regular rental rate 
MARCHANT Figurematic. You owe : 
hae eile It's EASY ON YOUR TIME A test run oF 
it to your business to look at this fast 
‘ your own figurework will show that a 
automatic calculator ' 
. fF igvgurematt ive Oo much = time i 
It's EASY TO USE Ihe Fieurematic Ws so mst mnt good busine to he without 
simple to run that anyone in your office one. Call the local MARCHANI 
can use it with ease and efficiency MAN or mail the coupon 


In) “HAY Vou Naure 


“MARCHANT .... 


Find out how a MARCHANT calculator will help cut your f gurework 


A ifiail costs and lighten your figuring burden. Mail this coupon with your 
>» business letterhead for free 
“47 
this Index to Modern Figuring by Marchant Methods 
COUpon Descriptive Literature on M hant Ca 
0-5 


MARCHANT CALCULATORS, INC OAKLAND 8 CALIFORNIA 
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because it’s the ~ 


FRAMEWORK 


that Counts 








TRANSFER FILES TRANSFER FILES 








1X ON STEELI PRONG ~ 


this gives ‘vertical trenath ‘ ‘ tacke 
’ ‘ Calin ' r 
b this gives an entire 
file bank double strengtt 





Wichita, Kansas The 
tack them 12 high 
to the ce 3 
find thot ree are 

- neo e 
easly esse 





STAX ON STEEL Transfer Files are available in Letter, Legal, Check 
and Tabulating Card sizes. Send for Catalog 


LT Ye I CR | eT 






7k) BOX COMPANY 


—— SERVING STATIONERS SINCE 1918— 
720 $. Dearborn Street 





Chicage 5, lilinois 
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Make CHILD’S PLAY 





OLD TOW PIRIT DUPLI 


A: ATOR is clean and foolproof 


There are no costly stencils or 


mats, no messy inks or gelatins 
no cleaning up later. Simply 
write, type or draw on an Old 


‘Town master unit and place it on 


the machine. Copy paper mois 


tened with a clean, alcohol-type 


fluid picks off up to 500 crisp 


clear copies faster than one a 


second. And you get up to six 


olors at once! 


Rent your 
OLD TOWN SPIRIT DUPLICATOR 


% Rentals as low as $7.50 per 
month. 


% Rent one or many machines. 
% 10-day FREE trial in your own 
office 


% Liberal trade-in on your old ma- 
chine if you decide to buy. 


Orrict Vay, 1955 


Dit 





of Copy Work 


pint 


DUPLICATORS 


World's foremost maker 


of carbons ribbons. du 
plicators and duplicating 
upplt 
alanine ataiatata bata ateaeeteeatatatetana 
T 
i 
GET THE DETAILS, TODAY! 1 
! 
! Old Town Corporation, Dept. 1 
: 145 Madison Avenue, New York 17. N. Y i 
! 
H Please send me further information about the Old Towr spirit duplicator i 
i NAME ; 
' COMPANY ! 
| ADDRES! 
\ ' 
L j 
Ls. LS ms ss sh ts es ts tc ol 














EASIEST FOR HER, BEST FOR YOU 
New Clary Adding Machines Make a Job a Joy! 


Naturally, the man who orders a new Clary makes a smart buy for his firm—but 
what of the girl who uses it ? 

We'll tell you: because you think enough of her to give her the world’s most mod- 
ern adding machine right away she knows she works for a boss who realizes 
she's worthy of the best equipment. Suddenly her job’s a joy, as her morale and 
loyalty soar. And all at once she’s whizzing through your business arithmetic (even 
tricky division and multiplication) with the greatest of ease, speed and accuracy 
We know. We've seen these good things 
happen to over 150,000 busy offices now 
using Clary 10-Key or Full Key. We 


promise you the same happy results 


If yow’re the girl, keep hinting for a neu 
Clary. One demonstration’lU do the trick! 
If youre the man, just look in the yellou 
pages for your Clary dealer or Factory 
Branch Office. Or write Clary Corporation, 
Dept. O55, San Gabriel, California 





CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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Whether you bought dictation equipment 


yesterday, or 10 years ago, 


we can prove Scribe will 


on labor costs alone! 


There no doubt about it —Seribe ive ) on labor cost 
over other dictation equipment 


hand dictation systems 


Thousands of on-the-job tests have proven that Scribe dictation 
can be transcribed in half the time required by other dictation 
systems And in addition to these VINE ou ive on recordu 
media, because with Scribe there is nothing else to buy our fir 


cost is your last 





Scribe 1 ple te perat that } lictator is free fr 
bothersome operat diff the j free to concentr ‘ 
on the rh t! 1. ‘The result etter re profital r 
pondence d dictation 

[ ——e = giant 7 

| 

| PAX...PBAX 

| | Let pre i your offices 

} | 

} ribe an ne ised wit t} t Scribe car ve you 50 of your dict 

| ‘ ‘ , - 

| elep é er labor cost oO ODlivation, of course 

| PAX or PBAX type | 


cribe 


ANI ERVICE FROM COAST TO 


tet 





Dealers note b ‘ ribe fr 





PIONEER MANUFACTURERS OF ERROR-FREE MAGNETIC TAPE DICTATION EQUIPMENT 
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® increase speed and efficiency— 
® reduce fatigue and error— 
® improve working conditions— 


Ns? b / 
—F 5Y (Vatson: 





with J 





records roll— 
to the seated operator! 


Cut record handling costs 25° to 55° with ROL-DEX 
working-level files . . . organized work centers in which all 
records, forms, and auxiliary equipment are at desk level, within 
easy reach of the seated operator. 
and ROL-DEX is built to fit your needs . . large or 
small. You can use your present records . . . no new 
forms to buy—nothing to retype. 


WATSON MANUFACTURING CO., Inc. | See ROL-DEX 
doce bee at the 





IASA 
Company ' National Conference 
' : May 23-25 
| Palmer House 
Range epee pe nee eo ar ptr ote el ca Chicago 


WATSON [established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment 


preter ee, 


te THe Orrice May, 1955 





QUALITY CONTROL 









D NDABLE SERVICE 





(I$ P LEADERSHIP 


IN THE DUPLICATING FIELD 


DEPENDABILITY and PRECISION 
has been the keynote of ROSE’S succe Continuou 


rch by ROSE hz roduced iperior line 


and kenow-/ gives ROSI 


MASTER UNITS 

SPIRIT CARBONS 
HECTOGRAPH CARBONS 
SPIRIT CARBON ROLLS 


DUPLICATING FLUID 
AND HAND CREAM 





RIBBON and CARBON MPG. CO., Inc. 
HARRISON, NEW JERSEY 





CATERING TO THE REQUIREMENTS 
OF DUPLICATING SPECIALISTS ALL OVER THE WORLD 
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f 
~ 
> 
Botes 
Model C Stapler 
Mokes its own staples 





One looding— 5000 stoples 


] 


Botes List 
Finders 
Press. . presto 


There's the 





oddress 
4 phone number 
‘ ‘ 
él recipe, etc 

quick as 

a wink 


Bates Refill 
5000 rustless Brass 


staples each loading 


? 


Botes 
Numbering 
Machines 
The world’s 


standord for excellence 


. 


Botes Staple 
Remover and Punch 
Instontly removes any staple 
Punches a hole up to 

o thickness of 


eight pieces of paper 





Bates 
Mercury Staplers 
Wide range of models for 


every requirement 





Botes 
Perforator 

asiest action, large waste 
container. Compact 


economical 


keep all these 
BATES quality 


products 
on display 


Mies tenet 





Bates Numbering Machines, Staplers, List Fin 


Bates \ 
Samson 

Hand Punch 
Powerful, easy to use 
perforotes up to 


a” of poper 


Orange, New Jersey: New York Office, 30 Vesey Street 


ders, Perforators, Eyeleters, etc. 


a a 





BATES 
quality products.. 


sales getters 
profit makers 


Bates 
Automatic 
Eyeleter 
Feeds, inserts 
ond crimps 
eyelets in one 


automatic action 


— 


Munkee 

Silent Stamp Pods 
Reversible, renewoble filler 
for long life, clear 


impressions 


the BATES 


manufacturing co. 










THe Orrice—May, 1955 


ee 


YOU HAVE A 











WITH 


WAY MARKET 


Security Steel Dealers are now able to 
meet the needs of all possible markets 
and budgets—-their one franchise brin 
them 3 distinet lines of Security Steel 


Desks and I able 5 









MSF.60 


232" Double Pedestal Desk 


SECURITY losin 


The ultimate 

The exact ece for each and ever 
it } 

i typ | 


4 





TOEO.78 
78° «1 39° Conference Desk 





4TPL6O 
é 60° 2 34° Typewriter Desk 








SECURITY STEEL EQUIPMENT CORPORATION 
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—_— Veg LINE 


oportioned at 


* AVENEL - 











FRANKEL Hlean Write STENCILS 


49 years of manufacturing “know-how” have made Frankel 





There are a few 
exclusive territories 
still available. 


Manufacturing Company a leader in the stencil industry. 
Today, Klean-Write stencils are the most uniform on the market... 
made in green, blue, yellow and white for all model duplicators. With 


our precision machinery, our trained specialists housed in a modern, For further information 


new, up-to-date plant, we can offer you our absolute guarantee of write to the Frankel 
Manufacturing Com- 
pany, 285 Rio Grande 


Blvd., Denver, Colo. 


complete satisfaction. 


Your profits are bound to increase with Frankel products... 








IT’S NO WONDER THE SWING IS TO FRANKEL KLEAN-WRITE STENCILS. 





FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. + DENVER, COLORADO 
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anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register an adding 
machine a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken virtually 
maintenance-free! And note the Regna’s trim, rounded styling 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon 


Visible item indication shows clerk New square-shaped “sculptured” keys 
and customer individual items, total are far easier and faster to operate 
A complete stock of Regna Electrically and hand oper 

t rvice ated models with or without 


Regna can print double cash receipts 
fone for store, one for customer). 
arts 4 OCated n 


enters throug i e I . ndication 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen 


Please send details and prices on the Regna Deluxe Cash Register 


plus information about becoming a Regna dealer 


IN CANADA: Regna Cash Registers of Canada | 
Lid., 704 Notre Dame St. W., Monretal, Que 
and Business Equipment Machines, 459-R 
King St. W., Toronto, Ont | 
OUTSIDE CONTINENTAL U.8 Jorgen 9 
Lien, Box 507, Bergen, Norway 
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MERCURY PRODUCTS 
ALWAYS IN 7 
CHAMPIONSHIP,” 4” 
FORM 7.” 


Watch your printing department hit new “highs” in 
quality and output with MERCURY-Graph Rollers or 
MERCURY-Lith Rollers and Blankets. Made by the 
company who builds the rollers and blankets for the 
world’s largest printing and lithograph presses. And 
built to the same rigid specification by the same 
methods, and with the same materials! You pay no 
premium for this premium quality! 


RAPID ROLLER co. FEDERAL AT 26TH ST. + CHICAGO 16. ILLINOIS 


EASTERN OFFICE: 800 McCARTER HIGHWAY, NEWARK, NEW JERSEY 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, go where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street - New York 36, New York * PEnnsylvania 6-6760 
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New 
MARATHON 
BLACK 


HECTO MASTERS 
are 
clean 


| 
| 
| 
| 
| The unpleasant stain and smear that 
| once was the trademark of hectograph 
| spirit duplicating is rapidly becoming 
| a thing of the past—thanks to 
| Columbia research and development 
| New, Black Marathon Ready-Master 
| Units are clean—clean because 
| Columbia's exclusive ink does not 
7 blossom” on contact with the skin— 
clean because protective Supercoating 
| covers carbon surface and all edges 
Yes, the results you can obtain from 
| Marathon Black Ready-Master Units 
SEE / | will prove how much Columbia 
nl i ‘| engineering has advanced the quality 
| of hectograph duplicating 
| 
| 
| 
| 
| 
| 
{ 
a! 





If you've been using ordinary purple 
masters and have been tempted to 
scrap your spirit duplicating equipment 
in favor of some tricky new process— 
don't do it until you have tried 
Marathon Black Units. You'll get 
cleanliness and quality you would 
never dare hope for from ordinary 
masters. Use the coupon below attac hed 


to your business letterhead to obtain 


your copy of the Free — 


« 


Quality Duplicating With “Wy, 


> 


Hectograph 





COLUMBIA RIBBON AND CARBON Mfc. Co 
Herb Hill Road, Glen Cove, N.Y 


Send booklet 
Quality Duplicating With Hectograpt 
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inest 
wood office furniture 
by WORDEN of HOLLAND 





PROCEEDINGS OF THE 1954 ANNUAL CON 
FERENCE, Life Office Management Assn. 110 
East 42nd St., New York 17, 372 pp., 38 





All the mpers presenter nat he last 
LOMA , isc ut ve “ ale 260 OH Desk 
‘ conference with illustrations of 66" x 42" 
forms and charts. Although pertaining 
specifically to life insurance oftice work. 


WRITE FOR CATALOG AND DETAILS 


the methods deseribed are generally per 


tinent to all elerieal work. \s usual 
with LOMA Proceedings, this is a case 
hound book, 


THE OFFICE ENCYCLOPEDIA by \. HW. & Soh 
Vager, Pocket Books, Ine... 630 Fifth fre., 
New York 20, 501 pp., 50 cents 





MICHIGAN 





It is good to see office work be 
The Veu Ve louze 
come a title in the currently populas 


pocket book format. This one contains ‘NO WOBBLE PLATFORM’ 





a lot of information on a wide range guarantees accuracy 
‘lerical } : itl ; 1} never before pos- 

of elerica subjects with many ius sible in Postal 

trations, hey ery othee worker should Scales 

find something of value in it and its 


The new Pelouze 
Y-line of all steel 
many who ordinarily do little reading postal scales 

guarantees abso 
lute accuracy for 
postal weighing 
the wide post 


low cost n ay put it in the hands of 


of business texts. 


DIRECTORS’ {ND OFFICERS’ ENCYCLOPEDIC holds platform 
MANUAL. Prentice-Hall, Inc.. 70 Fifth Ave., steady to show 
New York 11, 641 pp., $10. exact weight at 
any point on plat- \§ 
(n alphabetical compilation of sub form—all stee! 1 
jects of interest to corporate officers. housing holds 
mechanism firmly 
Includes basic principles of corporate mounted on heavy 
ce asus sArnors . aetiean “ steel channe!|—distortion : 
law and corporation pra tices, Iilu CANNOT AFFECT OPERATION. New. easier 
trated with forms, tables and charts. to-read dial. New lower prices. Ask your sta 


tioner to show you one of these ‘'no wobble 


t re : > ) { . ( ‘eTS ‘ - 
[f there ma corporate ihicer who on the platform'’ Pelouze scales today 








would not condescend to use Ai hook Line inelude 
© ! C 

ike this, they would do well to put a Y-5 —- 5Ilb. by Yo oz. for all classes 

c a 
copy at the disposal of their seer Y-10—10 Ib. by 1 oz. for all classes of mail 
turies or assistants The latter no Y-25—Parcel Post only—25 Ibs. by 1 oz 
7 eRe ; : : Y¥-50—Parcel Post only—50O Ibs. by 2 oz 
doubt, would find it very helpful which, PELOUZE MANUFACTURING co. 
in the end, would benefit their hosses. 1236 Chicago Ave Evanston Hi 
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t,. ue 
/ amazing > 
ab 
x benefits: / 
a - 


- 
= . _ om 


wv, 
Vv 


i ’ 
' ty < ; tS 
FOR EVERY TWO REMINGTON ELECTRIC 
TYPEWRITERS INSTALLED TO REPLACE 


ORDINARY MANUAL TYPEWRITERS 
YOU GET THE WORK OF ONE MORE 


om FREE! 
Ae, 


*Thousands of Remington Electric users report production increases of up to 50%. 


“N 











Memington. HM¥and. 1\i8 FikStT NAME IN TYPEWRITERS 


Send for free booklet ‘‘Electric Typing Dividends’’ (RE8612), Remington Rand, Room 1528, 315 Fourth Ave., New York 10. 
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Inventory Control System 
In a Steel Warehouse 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia. 


NVENTORY CON TROL—two words 
which stand for either a 
management accomplishment, or a 

major Too often the inventory 

record is only an historical record, lack 
ing in accuracy and_ timeliness, 
posted too late to be a useful manage 
ment tool. While the word “inventory” 
has the same meaning to everyone, the 
word “control” seems to be understood 
many different ways. The dictionary 

definition 1s very clear: “To exercise a 

vuiding influence.” If a record has to 

guide us, it must have the necessary in 
which other 
possible to the same 


can majo! 


fiasco. 


being 


formation to cause action 
wise would not be 
degree of accuracy. 

Up-to-date inventory control can as 
sure the availability of needed materials 
in sufficient quantities at the rmght time 
and the right price. We are dealing with 
four factors: commodities, quantities, 
availability, prices. Availability requires 
some further breakdown into quantities 
reserved for commitments, and unre 
served quantities which may be either on 
hand, in transit or on order. The inven 
tory record also should furnish statistical 
information. Consumption by given pe 
riods is one of the basic factors in the 
decisions on the quantities and frequency 
of ordering stock replacements. 

In many a business there is a direct 
relationship between the accounts re- 
amount outstanding and the 
merchandise inventory on hand. Over 
simplified, it is a 45-day collection eyele 
of accounts receivable and a quarterly 
turnover of inventory. The result is an 
investment of twice as much money in 
inventory as in accounts receivable. Most 
organizations have anywhere from two 
to four times as many employees in the 
accounts receivable department as in the 


ceivable 
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inventory control operation. The money 


invested in inventory is the only money 
in business which can earn a profit. [f we 


are out oft stock, Wwe lose SHLCS It we 


have too much stock, we may use too 
much money, too much space, and even 
have to move the merchandise at a 
The 
accounts receivable operation is to get 
our Important 


factor), but we cannot make a profit. It 


may 


loss. best we can hope for in the 


money back (a very 


theretore stands to reason that the man 


agement of inventory requires as much 


or more manpower and effort as_ th 


control of outstanding money. This ma 
be all very 


fundamental, but many busi 


nesses lack inventory management and 

have no guiding inventory reeords 
The desire to improve its own i 

ventory management induced the Horace 


T. Potts Co.. a steel 
Philadelphia, 


warehousing o1 


vanization in Baltimore 





John H. Kern, purchasing agent, discussing 
the inventory system of Horace T. Potts Co 
with John A. Stringer, controller 
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The visible record card used for inventory control by Horace T. Potts Co. 
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and York, Pa., to institute a survey of 
the inventory procedures of other steel 
warehouses. The survey was prepared 
under the guidance of John A. Stringer, 
controller, and Donald L. Craig, office 


manager. Nine other steel warehouses 
were visited and a number of four-page 


questionnaires were sent out. 

Thirty-nine questionnaires 
swered in detail to tabulate all the in 
formation required. The had 
little in common, as each questionnaire 
listed an inventory record with its own 
variations. The outstanding fact was 
that as long as sales policies, investment 
and warehouse facilities vary, the in 


ventory program has to be built around 


were an 


answers 


each company’s own requirements. 
Answers in the questionnaires listed 
21 different ways to record 
merchandise and 17 different 
recording sales, Thirty-six organizations 
their hand; six in 
hooks and 30 on ledger cards housed in 
Of the 
operations, 


receipts ol 

ways tor 
posted records by 
tub files or in visible record files. 
three mechanized posting 
two were on a bookkeeping machine and 
one on tabulating equipment. The report 
varied records 


trom 


on sales activities 


Carol Crow sorting 
the shipping copies 
of the II-part form 
before the posting 
operation. Some of 
the visible trays con- 
taining the inventory 
record cards are seen 
at rear. 
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posted trom sales orders 
ports posted trom memo orders prior to 


formal billing. One warehouse posted 
sales to the inventory during a 


records 


night-shitt operation on a bookkeeping 


machine Another warehouse prepared a 
separate sales report on tabulating 
equipment, doing their own key-punch 


using a tabulating§ services 
bureau’s facilities for the 


ot the re ports. The first mentioned tabu 


nye and 
preparation 


sale 5s re 


had used 


lating installation prepared a 
port. The Horace T. Potts Co 


an outside service to prepare a peg strip 
sales analysis from copies of their bills 
The peg strips were summarized by cus 
tomers, salesmen and territories, and 
listed 45 commodities both in value and 
weight. 

Again, in the sales reporting pro 
cedures there was no uniformity; no 
such thing as the “one best way.” It 
theretore became evident that a new and 
specifically designed inventory system 
was needed tor Horace T. Potts Co. The 
following records were required for the 
posting of tonnage or units 

1. Accumulation of daily receipts ot 














merchandise in 126 elassifications 
2. Accumulation of daily shipme nt I 
merchandise in 126 classifications 
}. Posting of receipts to 7000 ind 
lual item inventory record cards 
+. Posting hipments to 7000 indi 
dual item inventory record cards. 


5. Indicating inventory balances below 
required minimum balances 

6. Provide details for 
price ol 
7. Provide 


evaluation of 
average merchandise on hand 
details for calculation of 
inventory for accounting purposes. 
8. Permit reconciliation of physical 
and reeorded inventory on a cycle basis 
9, Provide , 
with details 
related items on one mill order. 
10. Provide 
1] Provide 
12. Provide 
filled orders 
In addition to the require 
ment it was desirable to have all posting 
completed within 24 hours of shipment, 
and have all warehouse orders shipped 
within 24 orders 
That such a program did not start withi: 
the inventory 


the purchasing department 
to purchase required and 
accumulated sales record 
past purchasing record 

hackorder record tor ut 


records 


hours o! receipt ol 


was immediately 
An 11-part snap-out form for 


group 


evident 


Mildred M. Malone 
posting stock dis- 
bursements on the 
visible inventory rec- 
ord cards. All ware- 
house orders are 
shipped within 24 
hours of receipt and 
all posting is com- 
pleted within 24 


hours of shipment 


both order 


and billing w: 


sulicient 


writing 
permit 


( paral 


— re 


designed to 


copies to 
provide a section to be lor 


warded as one unit to the 


shipping ce 
This shipping department 
unit consists oL: 


partment. 


| 


1. Billing copy to be forwarded to the 
billing department with the exact weight 
of shipment. 

2. Inventory copy to be forwarded to 
the inventory departm«e nt with the exact 
weight of shipment. 

a Trucker’s Copy Lo! receipt Olt me! 
chandise. 

4. Consignee’s copy or packing list. 

5. Control copy retained in shipping 
office while copies 1 to 4 are in 
house to be filled and weighed 

In the actual procedure, most orders 


ware 


are typed at once and the exes ptions as 
soon as the credit department has O.K.’d 
the shipment. The shipping 
the order is separated and sent via pneu 
tube to the shipping office. The 
control copy 1s there s« parated Irom the 
hipping section of the order and filed in 
an alphabetic 
four-part section is released to the ware 
house Picked 


weight Is 


section ol 


matic 


sorte! The remianing 


loreman orders are 


weighed and the entered o1 
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the four-part unit. The are |! 
separated at once. Part one is brought 
to shipping office to be matched with 


¢ ples 


a 


ecord caras to 


attached 


sign 


the 


tving the commodities contained in « 


All ti 


frame identi 


tray ivS have 
to their 


ac! 


the control copy and forwarded to the tray 

billing department. Part two is sent With such a large number of item 

directly to the inventory department. it is necessary to expedite the posting 

Part three and four are needed in th Pre-sorting of the items to be posted 

shipping operation. necessary. A  LeFebure  126-divisio1 
In the inventory department, the in sorter is used to sort out the postu 

ventory cards are filed in groups by re- media for both receipts and shipment 


lated items. Eighteen commodity groups 
are placed in one visible record tray. | 


There are with 18 


Kurthermore, 


ne sequence ot! 


aln 
SMLICS 


the 


orders are 


t\ ped a 


126 commodities and 









































seven trays groups the alphabe tic sequence of the items, te 
each and approximately 1000 inventory accommodate sorting the items in multi 
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A sales analysis is prepared automatically as a by-product function of the bookkeeping machine 
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line orders, by their first posting entry 


Subsequent items are re sorted for the 


exhaust method of posting. The sorted 


orderly 


to the in 


items are 


and qu ch 


thus prepared for an 
posting procedure 


ventory records 
Posting is performed on a Burroughs 


Sensimatic Bookkeeping Machine, Model 


500, with 19 registers. One register is 
used as a erosstooter to provide the 
new balance and the other 18 registers 


are used to accumulate the sales of the 


18 commodities of the individual trays 


of 1000 items. The operation in itself is 


ery simple and consists of the follow 
ing 
l. Pick-up of old balance on hand 
2. Index sales order number 


} Automatically date 


} Lice 


draw! 


print 


quantity received or with 


5. Select commodity group identitving 


6G. Pre motor bar tor new automatic 


balances 


7. Automat opening of carnage and 
positioning Tor next posting 
If a new balance is below required 


ele rk 


item inve ntory 


minimum, the posting attaches a 


signal to the record card 





Charles B. Weaver, inventory supervisor, cal- 
culating average cost prices. 


70 


for the convenience of the 
department 

In addition to the 
posting ol individual items, thére is also 


purchasing 
balance 


inventory 


the automatic by-product function of the 
bookkeeping machine to provide a sub 


total of sales in the 18 commodities ot 
each tray. A sales analysis form inserted 
nto the machine with listing of the 18 


commodity items of the tray 1s now 
posted as a carbon copy ol clearing out 
the totals in each commodity register on 
All that is required 1S 
the pick up of the old balance of the 


Date and the 


the control cards 


control ecard. accumulated 


sales and sales to-date are all printed 
automatically. This operation clears the 
machine but at the same time accumu 
lates a total of all 18 commodities tor 
further overall detail and proof. The 


sales analvsis form shows the following 


details for the 18 commodities of each 


tray: (1) sales up to yesterday; (2) 
sales yesterday; (3) sales including yes 
terday. Three sets with seven sales 


analysis forms of the 126 commodities 
president, 
manager and purchasing agent 

In addition te report, the 
Inventory procedure furnishes 
(within 24 shipping) a 
record ot reached the 
The 


modity sales analysis furnishes statistical 


are distributed to the sales 


the sales 


posting 
alter 
which 


balances. 


hours 
items 
minimum re-order com 


data on groups of related items, such as 
tool steel, structural steel, stainless steel, 
‘old rolled steel, ete., for shapes or classi 
similar nature. Sales 
immediately 


through these re ports, any changes in the 


wations ot! man 


agement can recognize, 
movement of commodities carried in the 
from the 
sales management angle if the sales were 


warehouses, It is unimportant 


easier 1 


in ah » Ya ie dimension if its general 


physical and metallurgical properties 
are the same. Naturally this does not 
apply to the purchasing agent, who 
works with the actual balance on hand 


of the individual inventory record card 
An analysis of 
brane} 


sales, 


ship 


warehouse 
ware house sales and direct 


(Continued on page 8&8 
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A FORMS CONTROL PROGRAM 


ARTHUR W. CLARK 
Director of Planning, Home Security Life Insurance Co., Durham, N. C. 


UR FORMS CONTROL program is 
designed to insure the maximum in 
tegration and review of forms re 
quirements throughout our organization, 
coupled with maximum and 
etheiency in torm production and use. 


economy 


We believe that the ultimate test of our 


forms lies in how well they do their in 
tended jobs. Good initial form design is 
essential, but it alone is not enough in 
an organization whose requirements and 
procedures are constantly changing. 
Forms are the 


tory. They must be modified or replaced, 


tools of our clerical fae 
eliminated or consolidated as our needs 
change. We must be able to justify each 
change economically. 

Probably few employ a 
wider variety of forms than do life in 
surance companies. In our own ease, th 
number is fast approaching one thou 
sund—in spite of our efforts toward con 


businesses 


solidation, simplification and eliminatio! 
The problems of coordination of require 
ments, correlation with funetionally re 
lated forms, and the 
supply levels demand a system embody 
torn 


maintenance ol 


ing the following elements: (1) 
design procedures which will insure that 
when a torm goes to press, whether it is 


a new torm or a revision, It 1s the 
optimum 


plishing the job; (2) a method whereby 


paperwork tool tor accom 


every suggested improvement in any 


form made at any tume by 


be given consideration by all concerned 


anyone may 


at the logical time to do something about 
it; (3) a supply system that will guar 
antee the 
forms to 


constant availability of these 
many thei 
while striking a balanes hetween quanth 
ties which are on the one hand consistent 
with economy in purchasing and, or the 


respective use! 


other, with revision of obsoleseent torm 
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Fig. |. The purchase record card. 
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thout excessive waste stencil, designs the form, and turns 
To realize these several attributes of over to the office boy for reproduc- 


it 











good torm design and control, we us« tion on the nearest duplicator Most ot 
the following (1) a tunetional and us have learned that this does not pas 
numerical form catalog, (2) a numerical Instead, the supervisor gets in touc! 
form file, (3) a form design and re with the staff section specializing i 
vision check list, (4) a form printing forms design (In our organization, 
specifications sheet, (5) a form requis! forms design, control and purchasing 
tion, (6) a torm log, (7) a purchase are within the jurisdiction of the plan 
record card, and (8) a stock record card ning department to simplify the oper 
The purchase and stock record cards aré ation ot the torms control program. ) 
used tor all items of supply, not tor Here we may profitably reter to a torms 
forms alone. Certain other forms, sucl design check list. Ours is divided into 39 
as our printing department job jackets, points under three main headings, Need 
are related to the procedures under dis and Purpose, Size and Arrangement, and 
cussion, but we do not need to consider Paper and Printing Specifications. The 
them in order to understand the system first section starts with a highly pert 
We will outline a general picture of th nent vet frequently overlooked question 
vay in which the program works without “Is this form needed; if so, can it be 
discussing in detail anv of its elements combined with or incorporated in some 
When a departmental supervisor de other form?” An honest answer to this 
cides that time, effort and money could question may affect not only this form 
be saved by producing and using a new hut related torms and the procedures 
form, he no longer grabs stylus and In which they are employed It is the 
TOCK MECOBD CAR tan itt 
orm 9906-3. L4. 11-56 
OaTt ACCOUNT QUANTITY BALANCE OaTeE ACCOUNT QUANTITY BALANCE OaTe ACCOUNT Touawriry BALANCE 
q i | 


























Fig. 2. The stock record card used for forms. 
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Anyone you pick can save you money! 





Capital Carbon & Ribbon Co., Lid 
Ottawa, Ont, Canada 



















Pacific Carbon & Ribbon Mtg. Co , 
145] Harrison Street 
San Francisco, Calif 











Take your pick. Write any of the above for samples of 
HERMETITE NON-SLIP PROCESSED CARBON 
PAPERS. Feel its fabric-like texture which makes handling 
easier and prevents slipping in the machine. See how much 
clearer it makes copies. Keep track of how much longer it 
lasts—even on electric typewriters. [hen decide for yourself 
if it isn’t cheaper to buy the best HERMETITE 
NON-SLIP PROCESSED CARBON PAPERS. 


HERMETITE Corporation 


Carlstadt ° New Jersey 
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pasic Quesliol form design and con 


trol. 


Intelligent forms design presupposes 


one’s giving consid 


eration to many lac 
tors Among these are the interrela 
tionships between the form in question 
and related forms as to both use and 
arrangement; the requirements of the 
procedures in which it is to serve as a 
tool; size, number of copies, and the 
arrangement of the component parts; 
the types of envelopes, filing equipment, 
binding equipment, and office machines 
with which it is to be used; the various 
manual and mechanical ways in which 
it may be completed and their requir 
ments as to spacing and margins; the 
need tor properly located instructions, 
or tor registration with other torms; 
the desirability of standardizing families 
of torms, of subduing recurring data so 
that the variable data will stand out, of 
minimizing machine tab shops and other 


wise Tacilitating completion ; the use of 
those type styles, rule weights, and de 
sign elements that will best promote 
usability; the proper selection and loea 
tion of title and form number; the possi 
bility of using colored paper or colored 
ink to simplify identification or routing. 
Printing specication s cannot he com 
pleted until paper weights and grades 
have been determined in the light of 


Hmount of handling, pe riod of retention, 


and desirability of attractive appear 
ance; minimizing eye strain or sollage, 
weight, bulk, finish, and opacity may all 
he important. Specifying grain direction 
may increase both paper and printing 
costs but may be justified because ot 
filing requirements; consumption rates 
and the possible need tor revision must 
he balanced against varying costs pe! 
unit for different quantities. The prin 
cipal type of composition involved fre 
quently determines the  reproductior 
process, It may be that a continuous 
form should be replaced by a punch card 
notice, or that a job for which a snap 
out set has been used can better be done 
with a continuous form. Achievement 
of the best design and the best printing 
specifications in a given instance must 
necessarily rest on careful consideration 
of a wide variety of factors, only a few 
of which have been suggested. To ignore 
these is to preclude the possibility ol 
obtaining the best form for the job. 
Let us assume that we have completed 
the design of a new form, that during 
the process all those concerned with the 
form have been consulted either in con 
ference o1 i] they are field personne! 
by correspondence or through their area 
supervisors, and that we have achieved 
what we believe to be the optimum de 
sign. The form has been given a title, and 
is now assigned a form number and an 





FORM LOG 


Aaa aa a a wee 


Home Secuerry Lure ineumance Company 














Fig. 3. The form log is an 8!/2" x 11" form 
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NEW. LOW-COST 


Burroughs Director 


ACCOUNTING MACHINE te 


Burroughs 





So low in price that even small accounting jobs can be mechanized! 
Features include fast front feed, accumulated totals, and automatic 
. ; See it ri k “Burroughs” — 
big-machine advantages. See it right away. Your phone boo! ree. beeen 


tells you where. Burroughs Corporation, Detroit 32, Michigan. 


> a ae 








POSITIVE RIGIDITY 


.. recommended 
for all office 
machines... 
ESSENTIAL 
for 


2h SNE TG OT 


5 


electronic 
machines! 








IN 
4 SIZES 


OFFICE MACHINE TABLE-STANDS 


Engineered to the rigid requirements of today’s 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe 
guard your investment in costly machines by 
a gy 4 holding them rigidly in place for accurate and 3ons'7" tos 
STAY RIGID trouble-free operation. Famous Cramer anchor 
cups on each leg grip floor securely, and a ~< 
handy lever releases the silent retractable 
casters for easy rolling of stand and machine 
when desired. Quality-constructed of square- 
y tube steel with smooth tops of %” plywood 
NEW LEAF LOCK designed to complement the decor of the 


CANNOT RELEASE , “ 
ACCIDENTALLY modern office 


ced by the Mokers of Cramer Posture Chairs | 


: dealer 35” height: 
your (ramen 20x17” ton. 
LEVELING DEVICES ae write Dept. Oo 


ASSURE STABILITY 
OF Ett SURTESE —, CHAIR CO. INC., 1205 Charlotte, Kansas City 6, Mo . . or 22” 
es 


teaves available 


ate city 
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Fig. 4. Requisition used by branch offices to order forms 


edition date. The suffix “1” is added to it the suffix is included 


the form number to indicate that this Is number, as any revision 
the first edition. This suffix changes with quires the preparation of 
each revision (unless the revision in specifications. The origina 


volves only changes in dates, in which is placed in the file folder; the duplhiea 


ease the edition date alone is changed ) goes to our printing de partment I 


; 


thie 


The torm title and number are now form is to be printed there. If it may be 
entered in the form catalog, a file folder reprints d there ; “4 commercial 
prepared for the form sample file, printer makes the al run (the 
and purchase record card (Fig. 1) and for example, of a form whicl 
stock record card (Fig. 2) are prepared better to hot type composition thar 
In the catalog, on the folder and on the preparation for offset reproductio 
cards, the form number suffix is omitted, One copy of the form printing specifica 
as these will generally remain unchanged tions always goes to whoever dou 
f the form is revised. A form printing’ the printing. 
specifications sheet is prepared, and o1 The file folder, which bears 


I 
f 
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and 


original ie sheet of 


number contains the 
specincations, 1s 
torm 


record 


placed numerical file of 


amples purchase and stock 


cards, on wl wen nave been 


type d the 


form number, title, description, basic 


order, 


supply levels, 


eciheations, unit ot maximum 
| 


ind minimum and other 
pertinent data are now inserted in a vis 
ible filing system which incorporates a 
supply levels. After 


the printer has been determined, a pur 


signal to indicate 


chase order 
cerning the 
on the purchase record card 

At this 


form log 


is prepared and data con 
vendor and order are entered 
time an entry is made in the 
(Fig. 3 form which 
: kept in the 
and shows at a glance: (1) forms which 


need to be ordered, (2) 


a simple 
tront of the form catalog 
forms which 
have been ordered but have not yet been 
received, and (3) completed lorm 
orders. Use of this log will be discussed 
further in a 


subsequent paragraph 


After the forms have been received 
from the printer and the receiving cop} 
of the purchase order has returned to 
the purchasing department from the 
supply de partment, the order 1s checked 
off on the form log, and necessary entries 
ure made on the purchase and_ stock 
ecards. Two new 
form are placed in the file folder in the 
form sample file. If this had been a re 
vision and a previous edition had alread) 
folder, copy ot ach 
edition would have been al 
remain. Each folder contains 
the latest edition (so that 
pulled when the form 
reorder), the latest form 
specifications and ome 
edition of the 


record 


copies of the 


heen in the one 
previous 
lowed to 
two copies ot 
one copy may be 
comes up Tor 
printing sneet, 


copy of each previous 
borm. 

A requisition Tor forms 
furnished to our field 


listed those forms most commonly used, 


(Fig. 4) is 
offices. On it Is 


ntinued n page C 





One Form for All 
PERSONNEL (¢ HANGES report 
Wilbert E. 
Scheer, personnel director for Blue 
Bluc 


rector ot the 


ing lorm, developed by 


(Cross Shield, Chieago, and a di 
(thee Assi 


ot Chieago, allows on the one 


Management 
reporting, 
which affect an em 
added to the 

This 


notices and 


form, all changes 


ployee from the time he is 
payroll until he 


re places 


1s dropped form 
sundry individual 
memos which were previously used. It is 
prepared in triplicate: the original for 
the payroll department lor whom the 
intended, the 


personnel 


change 1s actually second 
copy tor 


re cords 


audits and 


third 


which 
the change, and the COPS 
returned to the originator as his notifi 
ation that the heen 
pleted 
With the 


posite 


action nas ceom 


this 
were di 


introduction ot 

other lorms 
Miscellaneous forms 
covered such personne! 


com 
form, 
continued. which 
hecame obsolete 
actions as request for salary adjustment, 
leave ol absence, 


termination, transfer 


78 


Personnel Changes 


ol promotion The new 


form eliminated 
the need for a multiple form prepared 
by personnel to put the 


effect It also 


action into 


made unnecessary the 
notineation trom payroll to the depart 
ment manager reporting each salary in 
crease, 

Other advantages include a more con 
venient name, ad 
make . 
possible reporting more than one change 
for the same employee even with differ 
ent effective dates, 


means of reporting 


dress and telephone changes. It 


The new form stand 


ardizes the authentication required by 


policy. It makes filing neater and easier 


since all reports are uniform 81%x11” 


Distribution of copies follows one pat 


tern which means information is not 


easily sidetracked into the wrong offices 
The form, 
] 


recelveqd 


with one-time-carbon, has 


immediate acceptance and is 
The idea of 


form for all 


serving its purpose using 


one composite personnel 


changes 1s apparently unique. A number 
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TO: Payroll Section 


NAME 
ADDRESS 
TELEPHONE 


SENIORITY DATE 


BLUE CROSS-BLUE SHIELD, Chicago 
Personnel Changes 

Date 

Effective Date 

Soc 


Sec. No 


Emp. No 
sete 


DEPARTMENT 


JOB CLASSIFICATION 





ADD TO PAYROLL 


TRANSFER 
or 


PROMOTION 


from 


to 


SALARY CHANGE 

MERIT 

Amount of last increase: $ 

LEAVE OF ABSENCE 
or 

FURLOUGH 

DROP FROM PAYROLL 

Voluntary 


COMMENTS 


Selery: $ 


Department 


Department 


from $ 


AUTOMATIC 


Involuntary 


per week $ per hour $ 


Job Classification & Grade 


Job Classification & Grade 


to$ 
PROMOTION 


Date of last increase 


from 


Reason 


Reason 


Would you rehire? YES 


Pp 


er month 





in only parts necessary for action teken.} 


White —Payroil 





Recommended 
Approved 


Audited 


Personnel—Tab Payroll 


Green—Comptroller—Contidential Payroll Canary 


Divis 


on File 


—— 


regular 


temporary 





ol oth 


adapted it to their own needs. 


er companies have studied it and kK 


seneer, Blue ( 


N. Michigan Ave 


Readers who want to review this form is not copyrighted 


may obtain samples by writing Wilbert 
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duce d 


trom above 


") 


Cago 


ma 


Shnierd, 


The 














both time and effort. It was finally de 
Mobile Shelves for é 


eided to move the complete statione! 
St ti Se ection te nother location in the plant 
ationery Storage ee a ae 
with an additional 2000 sy ft. of floor 
T. H. MacCAULEY area in which to expand and meet their 
Manager, Sales Promotional Planning. requirement 
Genera! Electric Co., Philadelphia. This relocation was about to be made 
hen consideration was given to the us¢ 
ACK IN January. 1949, the en ot mobile storage racks in both the em 
ployees’ tore and stationery sec plovees’ tore and Stationery sections. 
tior ‘ the Philadelphia Switel The study was made, the mobile storage 
gear Departments of the General Electr ra were purchased and installed, and 
(oOo. were located adjacent to one another, the tationerv section remained statior 
the most desired posit lor thei ery but mobile The use of mobil 
most efficient operation and to provid¢ torage racks not or provided greater 
the ervies desired. Th ounds ; itilization of aisle areas but permitted 
tnoug! ! nouid ! e Hpeen i ery e! hoth tne ¢ nployees’ Lore and Stationers 
eeabie and elheent arrangement, but il ections to meet thelr expansion re 
had its drawbacks. Foremost was th quirements of 1949 through 1955. 
lack ol pace resulting trom their ¢€o1 The new set ip neludes groups ot 
tinuous expansior More room was racks consisting of one row of station 
needed tor the employees’ tore due to a ary, or fixed racks, located in the center 
continuou nereased demand tor sma or against the wall, and two or three 
electrical applanes lor home use as rows of mobile racks on both the front 
electrica ervant In the stationery se« and rear sides. One unit of each row ot 
tion, nereased demands for addition: nobile racks was omitted to provide an 
pace stemmed trom the standardization empty rack space which can he changed 
ot all departmental printed torms wit! easily and quickly by simply pushing 
plant requirements stored in one ther units to the left or mght. This 
tationery section. Both sections final makes it possible to expose any unit ot 
reached a condition where they wer the racks as they are needed. All of the 
torced to store their maternal in man\ mobile Tracks are mounted on roller 
dilterent locator throughout the plant wearing wheels which run on tr icks, and 
I} resulted mat gdelavs, Wwasti re Hullt to the Same pecineat oO! 





Mobile shelving provides more storage space than fixed shelves in the same area. 
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and width, as standard 


racks. 


In addition to a more eflicrent utiliza 


neiwnht, depth 


stationary 


tion of floorspace and considerably more 
cubie feet of stock space, other operating 
udvantages are now being realized: 

l. Greater accessibility resulting trom 
closer proximity of mobile storage racks 
and the saving ol 


(annually 


time in getting items 
than 50,000 


the store clerk’s time in 


totaling more 


SPaving vretting 


an item is added to the time of those 
waiting to be served. 
2. Removal of loaded mobile racks 


from the rear, or Inactive location, 


the stockroom to the more favored tront 
positions to meet periodic or seasonal 
changing conditions of supply and de 
mand. 

3. Saving time by 
racks at the rear of the stockroom while 
accumulating in the employees’ 


loading the mobile 


items 
and 
loaded racks bodily to 
when the holiday 
This same benefit applies 


store before “gift-buying-seasons” 
then moving the 
the active positions 
season Starts. 
to the stationery stockroom when stand 
ard torms are improved or revised, thus 
a high demand within a short 


These 


producing 


period of time, moves are now 


made quickly without eonstruction 


and in conside rably less time 
than the old method ot 


ing and loading of 


changes 
unloading, mov 
stationery racks Too 


soon, too late, or at a time when the 
rush 1s on and the regular clerks are too 
busy. This had resulted in delays to those 
waiting to be served. 


The 


tangible 


above are but a few of the in 
difficult to 
In addition to the continual 
2000 sq. ft. of 
which alone is a considerable 
ing tor any othee, plant or 


there 1s another 


savings wure in 
dollar value 
saving of floorspace, 
dollar say 
warehouse, 
and 


racks in 


factor: 
Mobile 


our employees’ store and stationery sec- 


operation 
maimtenance, storage 
been installed and in use since 
1949 and have met the requirements of 
the men responsible tor their efficient 
operation without any 
consequent delay in servic 


tion have 





maintenance or 
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Moving the shelving units makes an entrance 
to other shelves. There is no fixed or wasted 
aisle space. 





The American manufacturers of Mobile Stor 


age equipment are Dolin Metal Products, Inc 
310 Lexington Ave., Brooklyn 16, N. Y. 




















RALPH G. SINN 
NOMA President 


FRICKE EQUIPMENT will be ex 
hibited by more than a hundred 
manulacturer at the 36th Inter 
national Conference and Annual Offices 
Machinery and Equipment Exposition 
of National Office Management Assn. in 
Toronto’s Mutual Arena, May 22-26 
Hludson J. Stowe, controller, Manutac 
turers Life Insurance Co. of Toronto. 
and NOMA general chairman, estimates 
n registration of 1.800 for the eon 
lerence essions 
Theme ot the 
trolling Offies 
DD). Jones of the 
Christians and Jews, Toronto, will be 
the keynote speaker on Monday, May 23 
C. M Surdyk, plant controller for the 
Dearborn Assembly Plant of Ford Motor 
Co., will speak on “Budget 
ment” at the fir 
May 23. He wi 
niques 


“('on 
Richard 
Canadian Council of 


conrerence Is 


( osts’’. Rev 


Develop 
alternoon session, 
discuss proven tech- 
preparation which 
insure effectiveness. Paul Holly — of 
Aldens, Ine., Chicago, will speak on 
“Work Measurement” at the second 
afternoon session that day. Mr. Holly 
will discuss the 


for budget 


possibilities ot othee 
work measurement and the relationship 
of quality to quantity in combatting ris 
ing olhee costs 

J. R. Crowley, Hotpoint Co., Chicago, 
will address the first morning session on 
May 24. His topie will be “Methods Im 
proven nt’? and he will discuss the ob 
jectives of a methods improvement pro 
gram and how to keep it dynamic and 
profitable. \ K Rowland, 
administrator, Detroit Edison Co., will 
follow on “Executive Development”. He 
will discuss the grooming and selection 


personne | 


36th Annual 


In Toronto 


J. C. HODGES 


Ist Vice President 


of office personnel tor greater respon 


sibilities and the question of formal 
versus informal traiming programs. 

R. H. Allen of Moore Business Forms, 
Ltd., Toronto, will cover “Duplicating 
Equipment” at the atternoon session, 
May 24. Mr. Allen will include all types 
of equipment from stencil to offset, how 
to use them and how to select the right 
equipment tor the job to be performed. 
Speaking at the same session will be 
Kdward L.. W allace, 
of research in business administration at 
Harvard University, Cambridge, Mass., 
who will discuss “Eleetronie Data Proc 


assistant professor 


essing” as it applies to both large and 
average sized office operations. 

At the Wednesday morning session, 
May 25, W. Davis Reid, Institute of 
Supervisory and Personnel Development, 
Toronto, and Robert L. 
professor ot 


Peterson, as 
sistant business manage 
University of Illinois, will 
Both psychological 
and financial incentives will be discussed, 


ment at the 


discuss “Incentives” 


as well as how to balance the two effee 
tively to assure smooth office operations. 

THe Orrice Magazine’s Schulhot 
Awards will be presented to Roddy Os 
Major Appliance Div., 
Electric Co., Louisville, Ky 
C. Chope, U. S. 


born, General 
, and Robert 
Rubber Co., Detroit. 

There will be the usual entertainment 
features for the registrants’ relaxation as 
well as a full program for the ladies 
The annual dinner will be held the 
evening of May 24 in the Royal York 
Hotel. The annual luncheon will be held 
there on May 25. Registration informa 
tion can be had from NOMA at 132 W 
Chelten Ave., Philadelphia 44 
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Now! DIRECT COPIES 
in only 4 seconds! 


PRODUCT OF 9 
o? “e ’ 
sm ¢ 3M": 


RESEARCH 





The new “SECRETARY” COPYING MACHINE 
revolutionizes office cop) ing over night! 


Now your own secretary Can make you direct copies of anything you 
need in just 4 seconds... without even leaving her desk! Originals can 
be opaque or translucent, white or colored, printed on one side or 
both! A portable version of the famous ““THERMO-FAX" Copying 
Machine, it requires no negatives, translucencies or masters no 
fumes or liquids. Get the facts on the new “SECRETARY” Copying 
Machine today. Write to: Duplicating Products Division, Minnesota 





Mining and Mfg. Co., Dept. TF. 05, St. Paul 6, Minnesota 
Thermo-Fax 
| Duplicating Products 


The terms “THERMO-FAXK” ond “SECRETARY” are trademarks of Minne- 
sota Mining and Manufacturing Co., St. Paul 6, Minn. Generel Export, 99 
Park Ave., New York 16, N. Y. In Canada: London, Ontario, Canoda. 


ne} 
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our problems. Without any interruptior } 


OFFICE MANAGEMENT IN GOVERNMENT 


Records Management 
in Iowa City 


PETER F. ROAN 
City Manager, lowa City, lowa. 





~ECORDS are the very observations, took their notes, and made 


rpovernment Hie a report which outli a plan of action 


are among th tour basie objectives 


a centralization otf as 
cipal rihi 1\ s OF rds as possible © 
recent i mil y | n, simplityv. reference 
reorvganizatiol 
organized and The vanizatio { administrative, 
methods with al permanent and ject records, present 
” 


em, and our be and cumulative, ivallability not only 


might be helptul lor current but tor tuture reterence. 
a similar recora >. The control of all reeords and 
record keeping by the establishment ot 

we realized that re standard rules and procedures 

not a job to be done 11 Taking one department at a time, the 
n addition to the office analysts’ report itemized every flaw they 
there were other found in existing procedure and offered 
departments ity Clerk’s office, a solution. One major difficulty was 


Police Department, the office of the City n both the City Manager‘s office 


Engineer, and Sewage Disposal Depart a itv Clerk: there 
mel whose clerical and filing prob vere too manv s al files, with the 


lems needed attention Documents were resuit. that ‘Cs I related material 
being muisfiled, unnecessary duplications vere olten separated and identical ma 
re made, time wi wasted in hunting al was sometimes tound in two o1 


nrough ut l 1\ naccurate indexing more places It was recommended that a 


stems, and de files were in some central records room be established un 


place aking up too much of the roon der the super 


| s10n ot a capable records 
needed tor live ones A top-to-bottom supery “aT The SUpervIso! would have 
overall reorganization was ealled for. the responsibility tor all the 


filing ot 
vet none ot our executives had either both offices, and woul 


the time or the specialized knowledge to control over ¢« ery document by means 


maintain elose 


undertake such a job 
W hat wie needed were the singled out 
specialists who could come int lor improvement was our method 


othees, diagnose the trouble with ex } processing purchase orders in the € 


ot a system of charge-out guides 
services Another point the study 


methods make recommendations an Manage r’s office The existing procedure 
ubyect to Our approval, carry them out, Was to type each purchase order In tour 
meal | \ to go ol | parts on the basis ot a written requis! 


runt ‘ The “ITY Wi tion, verbal request, duplicate salescheck. 


business services depart or a statement submitte by the | 


vendo! 
ment of Remington Rand, whose repre We sent the original copy to the vendor, 
sentatives promptly began a survey of filed two of th 


( other copies in a drawet 
ion w held tor 1@ Signature ot the part 


1 our normal routine they made then Ing { al and for the ve) 
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Are YOU a Member of the BMM Club? 
If not — join it now / 


No matter if in Africa or on Manhattan 
— you will recognize a Member of -the 
BMM Club at once, because of his happy 
smile and brilliant intelligence. He cer- 
tainly knows how to make money, and he 
is the pride of the Big Money-Makers’ 
Club, thanks to his set of Facit Calculators. 
He can always give the right answer during 
a long-distance call, simply by using his 
silent and elegant Facit ESA-O. It’s as 


small as the telephone and so simple to 
handle that his youngest office-boy could 
learn to be a calculating expert within fif- 
teen minutes. It’s all because of the world- 
famous Facit 10-key system, permitting 
you to calculate with one hand and make 
notes with the other. Ask for our illus- 
trated brochure FB 24 and find out what 
Facit can do to make yur office more 
efficient! 


FACIT 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 
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114 Sansome St., San Francisco 4, Calif. 








dors mvoice, and filed the 


fourth copy 


in a separate folder by commodity. 
The first 


proved 


recommendation tor an ium 


system was that we should type 


purchase orders only trom written requ 
Atter the 


vendor, it 


lions, letters or statements. 


origina was sent to the 


proposed tnat we attach one ot the re 


maining Ccoples to the requisition and 


file it in a special follow-up folder under 


Purchase Orders Unfilled. These 


up folders, one Tor 


tollow 


each vendor, would 


vive us control over the status of each 


unfilled order by means of a colored slid 
ing signal in the visible margin. The 
placed to indicate the 


follow-up, 


would ne 


first date tor 


signal 
and 
were filled or re 
thus 


ders could be spotted at a glance. 


moved to 
other dates as orders 


quirements changed; overdue o1 

One oft the two remaining copies of the 
purchase order would be sent to the 
records room to be filed undei 

Order Fil Vendors a re 
ord ot which would he ke pt on a vearly 
basis. The would 
the basis for a Purchase History Reeord, 
filed by commodity. It was recommended 
tliat this file. 


central 


Purchase 


rourtn COPY serve as 


which would become the 


winw 


86 


ceil, City 











hoart es 
lical Ol rie 


purchasing department, b« 

kept on a Kardex visible record 

lhe visible card svstem was also pro 
| 


posed 


for a simplified inventory control, 
covering citv-owned equipment and sup 
plies, which would give us quick 


+ 


rete! 


ences oO all the 


pertinent data concerning 


these items and, DY means ot margiti 


thei 
prompt maintenance and replenishment 
Else where in the 


that the City Ki 


" " 
signalling, insure eontrol over 


study it was tound 


Ine r’s office contained 


many inadequately housed records that 
might hetter be kept n the central rec 
ords room. It was recommended that 
only those of a purely technical na 


ture or those needed tor immediate reter 
kept in itself. 
Police Department’s vital finge: 


print file was ove rerowded and contused 
by 


ence he the othee 


the use of many different types ol file 
folders. An additional cabinet and stand 


ardized tolders and onuides were 


rie ede qd 


One tT the major recommendations 


was that we establish a records retention 


committee, whose 


members would is 
clude a representative of the City Coun 
Manager and City Attorney 
Within the framework of municipal, 


i 


This photo was taken 
in lowa City's rec 
ords room during the 
survey which pre 
ceded its moderniza 
tion program. 
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Vv 


Vv 
everyone loves “illelle 


(Bankers Approved) 


the pencil that writes with ink 


and never needs refilling! 


THE BOSS loves QUILLETTE because it saves office time, cuts never needs sharpening, never grows shorter ideal for 
office costs . . . reduces writing supply inventory! carbon work! Nothing to click or twist! 

; QUILLETTE’s full length ink cartridge is locked in wood for 
SECRETARIES and stenographers love QUILLETTE because it’s greater writing comfort! Ink colors of blue, red and green 
so light, smooth and easy-going (just like a pencil). Can't leak, 
smear or transfer, doesn’t need refilling. 








Write today for sample 





CLERKS prefer QUILLETTE for all general writing, because it Single Pen 190 Boxed Dozen $2.28 





RELIANCE PENCIL CORPORATION, Mount Vernon, New York 


Makers of the Famous Templar Duro Lead Pencil 
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IF YOU OPERATE DAVIDSON, state and federal legal requirements, thi 


committee would study the relative valu 


el a ITH 1@) * OTHER ota our records, and set up a rete 


ida teltiaiie) Mmtelii yi jee oo jouedule To determine which should 


be retained indefinitely, which should bi 
i 
YOU NEED THE 
one year’s time. Once a definite, ap 
RAPID PRINTER 20.0280 eee 


retained tor six ears and which coul 
; sill 


assigning of records into the varios 


A Completely Enclosed retention categories would becom 
Carbon Arc Lamp And automatic annual procedure 

Vacuum Printing Frame All six-year and permanent records 
Combination System vould be microfilmed, and the rolls ot 


film kept in a separate location trom thi 









SATEeL' be destroved atter three two, o1 


at! i 


ACEO 


There is no better way to 

prod mall offset plates originals to insure protection In Case o! 
witt genuine ar 7 

amp equipment fire or other damage. Microfilm would 
2 papel ee Be pmo also offer the solution to the = storag 
formance “oo piates problem tor permanent records: the 

that assure longer runs 
with sharp dot structure original: eould ye destroved atte! | 
and improved line defi- | ‘ { ' , 
nition. Light intensity re years nad rhe ms alone retained 

constant and uni ’ ri 
} ~e- Pre B. seed I} rougvt ne use of the Microde \ made 
' . piate an be a duced in hiv stem, the filmed re plicas eould ati 
J Ot 10 second 
ere eon RP-21 FLOOR MODEL— found, read and reproduced promptly 
apy Fioon MODELL! = When needed. Our reorganized system 
- — Piates up te Ea has now been in operation lone enoug! 
RP.13 AB _ ' 
Plates up to 12 x 16” for us to te completely satished that 
— he change was a wise on 





The 


<> nutite Inventory System 
LIGHT TABLE WITH page 
DEVELOPING TABLE 
TOP AND COPY mien aics, together with 1 sales tu 
EASEL analysis, is prepared as a by-product ot 


; if 
nftinued frown 





Ph ae . mage Neg Fag Tlie accounts rece alle posting ope rH 
nuAr nuLite light table hot The debit amount posted s auto 
th the Developing Table Tor Kee | 7 ae 
julpped with ft. diffused fluores matically repeated wi distribution fo 
ghting Ideal for stripping . . 
F a ; . ¢ hing Cc plete with chemica unins and accumulated his qdoes not 
er pong j rage rack ‘ brated straight 4 4% : 
edge nuLi light Ben cap y x 30”. with extensior require al ‘ ra ellort and provide 
: ve G e 23 x 28” sales volume figures tor dailv sales tota 
LT-23 nuLite . DT-26 Developing Table Top 


and their accumulated totals 


<< i200: INC. The end of the month peg strip sales 
824 S. Western Ave., Chicago 12 analysis has been sumplified to a dollar 


| nvArc Co., Inc | value analysis only, covering the same 
824 S. Western Ave 1) classifications as provided tor in the 
| Chicago 12, Ill Dept. No. OF-200 | original vai: ill) cael t The 
Please send Bulletin No. 230 Sinat value and vomme repor os 
| ete f | tonnage report is now available on 
Title , daily basis trom the inventory eontre 
| Company | operatiol The calculation of the average 
| Address | ("4 price and the ¢ tending or the in 
City. Zone State ventory alues are still pertormed mat 
Dna alnvain enema enn an ae ail ually with the help of an electric ca 
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Nobody needs to put up with lick-and- 
stick mailing—now that there’s a postage 
meter for even the smallest office 

With the littke DM, desk model postage | 
meter, you dial the amount of postage wanted 
for any kind of mail, press the lever—and 
the stamp is printed right on the envelope. 1 
With a dated postmark that helps to get % 
your mail through the postoffice faster; and 
with your own small ad, too, if you want one. 

The DM provides postage for parcel post 
on special tape Has a moistener for sealing 
envelopes. 


The meter is set by the postoffice for as 


Offices in 94 citles 
in U.S. and Canada 
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much postage as you need to buy at a time. 


You always have the right stamp value on 


hand. Your postage | always protected 
rom loss or misuse, and is accounted for 
automatically, on visible registers 

Anybody can use the DM. Metered 


nailing is far faster and easier, saves time 


ind effort 


There is a postage meter model, hand or 


electric, for every business, large or small 
Ask the nearest PB office for a demonstration 


Or mail coupon for free illustrated booklet 


FREE: Handy chart of Postal Rat 
with parcel post map and zone finder - 
\ 
—_ 
———— 4 — x } 
a \ 
YOUR , \ 
al 
HERE . 
PITNEY-Bowes, [N¢ 
3403 Pa Ss ; ‘ RD, ¢ 
Please send free hooklet Postal Guide to 
Name 
A ddre 











NOW aS MUCH aS ge 


“ee 


30% cheaper = 


than a year ago... = ™ 


ee 





new price reduction, coming on top of the 


one announced last fall, means you can now 


buy “SCOTCH Br ind ine orig inal cello- 
phane tape t pr ‘ ’ it ’ () le 
' 
than a year ag % 
Scotcu’”’ Brand tape is the economy buy Wi ~~ 
for all kind { sealing, holding, mending 
rb er l ipplier today for bargain 


New and more efficient plant ¢ ipaci- 


ty at Bristol. Pa ind Bedford Park, 


_.. thanks to new current price redutions on “ScoTeH 


lophane Tape. These plants are 
e : ecially equipped for quantity output 

f high-quality tape at the lowest cost 

production ever. In addition, their convenient 
, ocation mean big freight savings tl it 

ire also being passed along to you. 


The more tape we 


' ] ne, , make... the less 
SCOTCH Cellophane Tape 


BRAND 


The ter ; nu’ and the plaid design are re red t emark f ‘ e than 300 pre sre-sensitive et 


idhesive tapes made in U.S.A. by Minnesota Mining and Mfg. Co., St. Paul 6, Minn.—also n 


i akers ol 
Scorcu”™ Brand Magnet l ape Underseal’’ Rubberized Coatir Scotchlite Reflective Sheeting 
“Safety-Walk”’ Nor ip Surfacing,“"3M" Abrasives, "3M" Adhesive Eexy wrt Sales Office; 99 Park Avenue, 


New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario 
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culator. Due to new inventory cards and 
the checking of the inventory on a eyele 
basis, it has been possible to prepare the 
nventory valuation in one-third of the 
mé 


The purchasing department has great 
improved its ability to buy, at the 


right time, the right merchandise, at 
the right price. After all, with rising 
distributing costs and smaller spread 


between cost and selling price, it becomes 
and more the function of the pur 
into the 
most economical purchasing quantity at 


more 
chasing agent to combine items 

e best available price from a mill with 
a tavorable freight The grouping 
of commodities, with their minimum 
quantities and balances showing on the 


rate. 


visible margin, permits a fast review 
of items to be purchased. 

Selection of the visible record trays 
has proven to be a great advantage In 
furnishing quick information of stock 


on hand to the sales department. This 
IS especially true since posted stock re 
flects the physical stock 
minus one day’s With an 
70 to 90 


warehouse’s 
shipments. 
Oo! 
stock on hand, such information 1s 
satistactory in Naturally 
there are exceptions, such as unusually 
quantity in stock, or inquiries for 
item. 
Ilowever, these exceptions are infrequent 


average inventory hetween 
aay s’ 
most Cases. 


LOW 
more than the normal sales of an 
enough to allow special handling of such 
orders or inquiries. 

To summarize the accomplishments of 
this Inventory control, it may be said 
that better records are available for the 
following: (1) merchandise hand; 
(2) merchandise order; (3) cus 
backorder; (4) daily 


sales analysis by 126 commodities; (5) 





on 
on 3 
tomers’ orders on 
accumulated sales by 126 commodities; 
(6) items open to buy; (7) average cost 


(%) proven phy sical 


of merchandise; 


and reeord balances 

The advantages of the new inventory 
records can best be stated in the words 
of the president, Horace T. Potts II, 


“We not only know where we are, but we 


sO know W here we headed.” 


are 
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NOW-STAPLE 















o 
« Staplex cuts costs 
70% ... and more! 


TIME-TESTED STAPLEX does the work 


of 20 ‘‘old-fashioned’’ staplers 
better . . . quicker more 
economically! Thousands in use. 
STAPLES AUTOMATICALLY .. . both 


hands free to feed work. . . 
pedals, etc. 


no levers, 


RELOADS in 2 SECONDS from the 
front. Standard size staples used. 
PORTABLE, 12'/2 Ibs Plugs in 
anywhere. 


Let us demonstrate why STAPLEX has 
become A NECESSITY IN MODERN 
BUSINESS. 


THE 


Stoplex COMPANY 


Brooklyn 32, N. Y 


The Staplex Co. A no-obligation ; 
775 Fifth Avenue demonstration 
Brooklyn 32, N. Y. () Literature ' 
! 

NAME ; 
COMPANY ; 
' 

ADDRESS 
5 | 

! 





——— ‘2 Owe! reverses £707 



























NOFA 
Convention 


purr-fect 


Bernard H. Nemiich 
NOFA President 





* 
f HE Yt Annual Convention of the 
National Office Furniture Assn., 1 


Chicago, Marel 290)-23, was high 
im your office with jichted by the largest exhibit ever to 
have been put on by NOFA. More than 


200 manutacturers ot othee Turniture, 

> j 
ACCcCeSSOrIEeS and supple - occupied hooths 
my Many new pieces of equipment and many 
ye : 


Se ae a a i a a a i 
new ideas and items were displayed 


Registrations totaled slightly over 2,000 


@ Your office becomes quieter when John R. Gray, NOFA executive director, 

Kil-Klatter pads go to work for you once again put on an excellent and pro 
ductiy } tio TI business Sess “ 
Distracting typewriter noises dis luctive exhibition Phi PUSIT esslon 
OCCUPL d themselves largely with ¢lini 
appear office efficiency goes up ; 
tv pe ot discussion pe nods and with ey 
position of NOFA activities for member 
fewer clerical mistakes Lemaiit mab the tenet of which is NOP A's 


The result is fewer typing errors 


insurance plan, the scope of which was 


Absorbs the shock and deadens a year ee eX om _ 

. peTHAre , emiich of CW ork 
the sound of typing. was reelected president of NOFA. Vic 
| presidents are Henry I. Coleman, Sa 
vannah; Melvin Levin, Boston; Thomas 


Made from genuine OZITE felt, 


with dent-proof top and F. Malone, Memphis; S. L. Nathan, 
skid-proof bottom. New York; Dennis O’Hern, Hollywood; 

William Simpkins, St. Louis; Claude 
Fits all typewriters and other G. Wilcox, Baltimore; Roger W. Young, 


Detroit. Directors are Kirk Gross, 
| Waterloo, lowa; Mo Dorman, San Fran 
— a ggg 7 Spaulding, Denver; 

AT YOUR STATIONER OR arok ’ mSpeicner, Detroit: Melville 


OFFICE SUPPLY DEALER G. Wheeler, Greenwich, Conn.; John C 
Klein, Dallas; Moe Turman, New York: 


- TER Harry Hotheer, Chicago; V. L. Caldwell. 
KIL KLAT Philadelphia. John E. Mossman is a 


office machines too. 


———— tivities secretary and Edward Tyre 


treasurer. 
“ : NOFA’s 1956 convention will be 
The Answer to a quieter office St. Louis. March 4.7. Ni 


may be under your typewriters” heen selected for 1957 


SCIEMTIFIC TYPEWRITER PAD 





(Orienans has 
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when you think of 


business papers 
think of 


ae 


ee! 


There's a complete line of Nekoosa pre-testes 

business papers it your printer s ind im cut sizes 

at your Stationery store [he famous Nekoosa watermark 
on every sheet 18s your assurance that the se papers 
are made hetter 


Next time, make it a point to specify Nekoosa 


0 look better and perform be 


business papers. They come in a wide 
of colors and weights tor every off 


and every office machine 







NUcho004a_ BOND 
LEDGER * MIMEO 
DUPLICATOR * MANIFOLD 


FOR DIRECT-PRINT 
COPY MACHINES 


MASTER -LUCENT 
SUPER -LUCENT 


These Nekoosa transiucent papers are specially 
made to give clean, fast, clear reproduction on 
all types of direct-copy of whiteprint machines 


NEKOOSA-EDWARDS PAPER COMPANY 
PORT EDWARDS . WISCONSIN 
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problems. Such services operate in cities 
all over the country today. They work 
n their own offices or in those of their 


Service Helps castomers. Instead of # business having 


to advertise, interview, train and go 
Offices To Install through the bookkeeping, payroll and 
other expenses involved, the service 
bureau does it for them. They use their 
New Systems own bonded, insured employees to do the 
work and take care of all record keeping, 
payroll, insurance, etc., that is required 











Use of such service can be a flexible and 
convenient arrangement. They are paid 
RFTER A NEW FORM or a new either on a contract or hourly basis for 















system has been designed, a questior only the hours they actually work and 
olten heard is, “Sure, these ne can be utilized days, nights or wee kends 
methods look good, but how can | adopt vithout additional charges. The customer 
them? My staff is working overtime now — ean utilize his equipment and space out 
to get our work done. We haven’t the side of regular business hours to handle 
time, versonnel, equipment, space nor a changeover if he de sires, or use the 
] jul} | g 
supervision to make a systems change facilities of the service bureau, many of 
over.” which are equipped to handle any size 
The answer may be to use a service Ob 
which specializes in handling overloads, Typical of the service bureaus equip 
systems changeovers and temporary help ped to handle systems changeovers, 
ee ee a eee ee, ee ee ee ee ee ee eee ee ee eo 4 
' 1 
! only tur! : 
| hes Now it takes only tur | 
' ews i 
is 2 Rubber Stamps to Do the Job of 25 | 
‘ ’ ! 
mh 24 Mailing, Banking, Commercial and Accounting Phrases | 
7) ; : 
: ip plus 12-year dater now available in 2 Rubber Stamps | 
i 
{ 12-in-1 Phrase-Date Stamp ——— , 12-in-1 Phrase-Stamp ——— | 
‘ ~ PAID DEC 15 1955 | | FIRST CLASS MAIL |! 
t RECEIVED JAN 15 1956 - REGISTERED = |! 
: SHIPPED FEB 15 1957 | | \ SPECIAL DELIVERY |! { 
‘ ANSWERED MAR 15 1958 PARCEL POST | | 
: BACKORDERZD APR 15 1959 | ¢ DO NOT BEND ' 
- CANCELLED MAY 15 1960 | PLEASE REMIT « j 
‘ BILLED JUNE 15 1961 | VIA AIR MAIL r 
‘ CHARGED JUL 15 1962 | FOR DEPOSIT ONLY | 
' CHECKED AUG 15 1963 4] bin AIR PARCEL POST 
! DELIVERED SEP 15 1964 PRINTED MATTER || 
ENTERED Oct 2 on SPECIAL HANDLING |! ; 
: PACKED NOV | / 
| “PAID DEC 25 1955 VIA AIR MAIL: 
‘ | 
ae 2 commercial phrases plus o 12-year 12 -moiling, bonking ond collection 
rubber doter. A simple twist of the phrases. A simple twist of the ke ' 
: Bian Pad key clicks any of the 12 phrase clicks any one of the 12 Acad 
! with your order ’ nto stomping position turn dater nto stamping position without cous 4 
' for both stams wheel to correct date and ther ng inky fingers 12-in-1 rubber | } 
‘ stamp date ond phrase in one simple stamps have proven their value in of i : 
- speedy operctior fices and homes all over the country. 4 
: MORE (0. STREAMLINE OFFICE STAMPING SAVE MONEY, SAVE TIME ; 
. ORDER 
' a ‘ . ° 
. (¢ 05) 1253 Redondo Drive, San Jose, Calit. TODAY MONEY-BACK GUARANTEE 
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Hain figh in plowts and 
=) offices ftom csatt to conat ! 


-- = a 


y Write today 


\ 
/ nftormatio 
/ gor complete | 


TICONDEROGA 


/ 
/ 





\ and company 


—— 





Pencil Sales Division 228-J-5, The Joseph Dixon Crucible Company 
Jersey City 3, New Jersey 





geeeanere 
speuuannee 
peuuaananaee 


gee 


sor ten porary 


Ine., 


Mia Or 


il. 


wr distributor's 


Tacoma caught fire 


records 


HLes and 


PREFABRICATED for 
SIMPLE ASSEMBLY 


IRWIN CASPER, Inc., 401 Broadway, New York 13, N. Y. 


eit 


expanding 


nd the 


syvatranaaete 


; 


i, 
i 


help proble m 
ti operates Cor! 


es CoOASt-lo-coast ae] 


Recently po 
building 
premises, 


badly 


ere 
re 


disor 


Make Your Own Office 
Arrangements to Suit Your 
Requirements, Any Size, 
Any Shape 


Delivered tc 


FANIIZ d, damage d 


} | t 


you anywhere in the wo 


Temporary help in 
stalling a new filing 
system in an_ insur- 


ance company. 


and 
ruined, The firm’s business 
their records and files. Man 
was called in to prepare 
records and files. Then 


I! many CUSC> 
nple tely 


vended on 
Ine., 
up 


wer, 


new 


ws and supervisers worked night and 


get this business back on its feet 


A 


2 OFFRE 


IN A PACKAGE 
From a package to a 
beautiful, practical, 
efficient, space saving 
office in minutes. 


*"PANEL-ETTE 


rid by 


WAlker 


2556, 
42 


5-2555, 
17, 4218 
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brought to you by 
the makers of the 
world-famous Comptometer 


adding-calculating machine 


Tut 


OOPFICE 


than you think 


Adds, subtracts, multiplies and even divides. The fastest, quietest, 
easiest 10-key machine to operate. New human-engineered key 
board reduces lateral hand movements. Exclusive Visi-Balance win 
dow automatically shows the true running debit or credit balance 
at all times. Instantaneous subtotals or totals. Erase tab-backspacer 
AC-DC motor. Arrange for a free office trial—or write for full 


information from FELT & TARRANT Mfg. Co., 1715 N. Paulina 
St., Chicago 22, Illinois 


The new COMPTOGRAPH CALCULATING- ADDING MACHINE. the COMPTOMETER CTATION MACHINE 
the COMPTOMETER ® ADDING-CALCULATING MACHINE are products of Felt & Tarrant Mfg Co. Ct 


Offices in principal cities and throughout the world 


Mav. 1955 





e@e@ a 
coupon—)— 
for 
executives 


who never 
send in 
coupons 





——-——-— -— 


Royal Typewriter Co., Dept. O-1 
2 Park Ave., New York 16, N. Y. 


Please send: 


A free folder illustrating the 
Royal Standard in color 


A Royal Representative to demonstrate the new 
Royal Standard with no obligation 


Name 
Company 
Street_ 


City & Zone 


in-line me eee ape ae ae se eae 


The piece of paper immediately above this type may well 
change your office from one that looks ordinary to a colorful, 
cheerful, pleasant-looking place in which to work. 

It will bring you a free folder which shows you the famous 
Royal Standard Typewriter in some of its new colors. 

The folder describes in words and pictures, much better 
than we can do here, just how beautiful the famous Royal 
Standard now is. It shows how you can mix beauty with 
practicability in the modern office. 


It takes less than a minute to fill in the coupon. It will 
take only a few minutes to look through the folder. 


You should have this free folder. 


Why not send in the coupon now? There is no obligation. 


GY, ° 
:LECTRIC * PORTABLE + STANDARD + ROYTYPE® BUSINESS SUPPLIES 


Royal Typewriter Company, a division of Royal McBee Corporation 
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How a Baltimore Business Form 


keeps them selling 


Over the years, Abercrombie & Fitch 
Co., famous New York sports special- 
ty store, has worked with Baltimore 
3usiness Forms to improve sales- 
books, and give more time for selling. 


First improvement, made some time 
ago, was to print saleschecks across 
the dimension 

tall, This 
further improved by the use of NCR 
paper, 


greatest eliminating 


narrow slips has been 


which makes copies without 


AT ABERCROMBIE & FITCH CO. 
NEW YORK CITY 


carbon! Hands don’t get smudged, no 


time is lost interleaving carbons, 
salespeople finish sales more quic! 


ly, get to the next customer sooner 


What’s the next improvement? That’s 
hard to say, right now. It’s a cinch 
Baltimore Business Forms will think 
of something! Chances are, we can 
think of something to help your forms 
problem, too. Write us today, request- 


ing samples —there’s no obligation. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 





3144 Frederick Avenue, Baltimore 29, Md. 
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thev did the work 1n their own othe 
\ Chieago aceident and hospitaliza 
or nsurance company was advised that 


err poheyholder records could — be 
naintained at a much lower cost by the 
use of punched card accounting, but the 
firm had no way of key punching the 
tremendous number of cards. Manpower 
worked on the customer’s premises Tor 
several months on a midnight to 8 a.m 
shift with 50 of their employees and 
supervisers key punching, verifying, 
checking and sorting all the required 
ecards. The changeover was done at a 
cost far below what the firm could have 
done it tor had they reeruited a tem 
porary torce ot their own or used ther 
wi employees overtime The work did 
not disrupt their normal routine or ti 
ip any of their own personnel 

One of the country’s leading casualty 
companies developed a new filing system 
vhich necessitated changing their files 
on a national basis in all their offices 
from an alphabetical to a numerical 
svstem. Their only problem was how 
they could accomplish this changeover 
in so many offices without disrupting 
their normal work and without the per 
onnel to do it. Manpower was céalled i 
o see if they could wet the iob done \ 
crew was put to work in Philadelphia 
on an experimental basis. Because thi 
ork had to be done in phases with a 
me gap between each phase, crews ol 
typists and file clerks alternated wit! 
the flow of the work. Sometimes no one 


as there, at other times there were 25 


Work was done during the day, at night 





Here temporary workers changeover a vertical 
filing system. 
g sy 
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HEINRICH DIEHL G.M.B.H. 
RECHENMASCHINENFABRIK 
NURNBERG - STEPHANSTRASSE 49 


WESTERN GERMANY 
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mt 


Colorbrite 


rea 
er 4 


7 


. 


wooociNCNEO 





Sparkling Color 


with a 


feather 
touch 


Colorbrite 


another of 
more than 


the 
3,000 


EBERHARD FABER 


products people 


rely on! 


In 26 brilliant colors. Colorbrite 
is preferred by business people 
because it leaves a vivid trail 
of color at a mere feather touch. 
Writes as smoothly as a black 
lead pencil. Takes a fine, sharp, 
long-lasting point. Ideal for 
charts, figures, graphs and 
forms. Waterproof—smear- 
proof —fadeproof— permanent! 


Trademarks Reg 


U.S. Pat. Off. 
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Since 1849 


EBERWARD 


FABER 


NEW YORK 


puts its quality 
in writing 


* TORONTO 





or on weekends, as it required. Subs« 
quently, the service’s offices in Chicago 
and other cities were called on to handle 
the job in other cities with the exper! 
ence gained in Philadelphia. It was easy 
for other Manpower offices to get the 
job done with a minimum of training or 
briefing. 

A midwest manufacturer, whose meth 
od ot maintaining customer records and 
orders was being replaced with a more 
economical one, had to have 18,000 labels 
prepared for new folders, have the old 
ones removed and the new ones affixed 
to refile the customer records. Work was 
done over a weekend and the new system 
installed before the firm was open for 
business on Monday morning. The serv 
ce supplied all the necessary type 
writers, personnel, supervisors and othe1 
equipment and charged a straight hourly 
rate for their work. By rotating crews 
every eight hours during the weekend, 
additional saving was made for the cus 
tomer. 

With specialization and automation 
moving rapidly into every phase of busi 
ness, it is natural to rely on professionals 
more and more, The service bureau is a 
professional. They are experienced in the 
installation and maintenance of most 
types of systems and have experienced 
supervisors and employees who ear 
handle an overload, installation o1 
changeover faster and more economical 
ly because they are constantly doing it. 
Experience has shown that on the aver 
age, the service bureau employee will 
normally turn out from 11% times up 





Offices switching to shelf files furnish many 
jobs for services like Manpower, Inc. 
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SHOCKING 


BUT GOOD READING -“~.. 


4 
al 






\ 
J 
POEs 
See ne 
| 
| 
There’s nothin’ like color to stop use. There’s an Eastern paper 
‘em cold and get ’em reading. especially engineered to deliver 
And there are no better colors top performance and clear, clean 
(for stopping) than the wide impressions 
range of attention-compelling Eastern makes the following 
hues in Eastern office duplicating seven papers for office work: At 
machine papers. Pinks, blues, lantic Duplicator, Atlantic Bond, 
greens ...a whole rainbow to Atlantic Mimeo Bond, Atlantic 
choose from. Opaque, Manifest Bond, Mani- 
And whatever Eastern paper fest Mimeo Bond and Manifest 
you choose, you’re assured a pa- Duplicator 
per that will run well, look well, For sample Sheets or Packets, 
have a quality feel... and, gen- ask your local Eastern’ paper 
erally, make life easier and office merchant or write Eastern Cor- 
duplicating work better. poration, Bangor, Maine. 


Try it for whatever process you 








sh es 
ATLANTIC BOND [Quis PAPER E 





MADE BY EASTERN CORPORATION +* BANGOR, MAINE 


, 55 03 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


“ae 
-—] 





i 
e 


ity 
' 


a CARBON COMPANY 
GENERAL OFFICES e¢ SKOKIE, ILL. 


ate 
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wards the work done by the averags 
office worker because the bureau initially 
requires a high standard of skills and 
ability and its en ployees work in 

customer’s office on a protessiona! status 
outside the social structure of friend 
ships and interplay that exist in most 


offices They are there only to get a job 
done. 

Zusinesses large and small throughout 
the country are learning to their pleasant 
surprise that when a peak period job, a 
seasonal overload, a systems installation 
bureau 
jobs taster, more efficiently 


at a lower cost and w 


or changeover occurs, the service 
can do many 
ithout disrupting 


normal 


routine, 





Evaluate Office 
Space as You Do 
Office Equipment 


LAMOUR is being increasingly em 
phasized in many new and recently 
reconstructed but 
success of any business structure will 


buildings 


=e 


othes 
the 
always rest on its efficiency as a busi 
ness instrument, declared Norman Tish 
man, president, Tishman Realty & Con 
struction New York. “The test of 
any olhees building,” Mr. Tishman stated, 
“Should not be me rely whether it has a 


sl ek 


facade, a gleaming lobby, marble 


walls, a particular brand of air-condi 


tioning 


installation or elevator system, 
or a certain type of window shape. The 
test is rather the building fits into 
your company’s operating picture. Does 
it meet the real the company? 
Does it increase employee efficiency and 
productivity ? Will it help boost profits? 
Is the building the best for 
your particular company? Is the space 
Tor o1 
Is it flexible enough to permit orderly 
vrowth 


how 


needs ot 


in location 


economical your type business ? 


or change over a long period 
of years? Is the service complete and all 
to be In other 


a productive asset? 


desired? words, is the 


“pace 


“Of equal importance,” Mr. Tishman 
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pag 2t. CLINULL 


exclusive SS DESIGN” 


adds Beauty 
plus Stamina 
to 


PLASTICO 
BINDINGS 


for sales 
literature 
that’s 
‘‘BOUND 
TO 
Shim... 


















Only genuine 


PLASTICO BINDERS 
hove the ARCH 


With colorful PLASTICOBINDERS, and /ie flat, no matter how big or 
your catalogs and sales presentations thick... display their contents with 
carry extra sales-power through pres- full-spread effectiveness. Ideal for 
tige appearance plus practical show-__ reference or demonstration—in every 
manship. size from pocket lists to king-size 
PLASTICO-bound books open flat swatch samplers. 
WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you... to improve your 
@ FINANCIAL STATEMENTS @ ANNUAL REPORTS e@ SALESMEN’S 
MANUALS @ PRESENTATIONS @ CATALOGS e@ PRICE LISTS @ 
APPLICATION CHARTS @# BROCHURES @ SWATCH BOOKS 


PLASTIC BINDING CORPORATION asm 


Originators of Plastic Binding in America BINNE 


732 SHERMAN ST ° CHICAGO 5, ILL WEA 


15 Weeaath ST sd NEW YORK 10. N.Y By N 





| 





PINK PLASTIC 
PUTTY... 


thot pulls the dirt out of type 
writer type rather than washing 
it into the machine 


Flatten the putty 


by pressing very 


firmly 





Press it on all of 
the type. Do not 
rub 





Fold the putty 
upward to origi 
nal pyramid shape 





‘ 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes 


NO HARMFUL FUMES to caovse headaches 
or colds. 





To moke neot erasures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 






Retails for 50¢ each 


Dealers—write for sample and cost 





BUD TYPE CLEANER 
BOX 4644 
12,MARYLAND 


r ° 
BALTIMORE 
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“1s the or the 


emphasized 
builder for the eonstruction of quality 


reputation 


buildings and his experience in creating 
efficient office space and servicing it 


Phe 


inquiries 
] 


tenant 
hack 


is his 
i Hil 


effectively prospective 
about the 
Ider. What 
building 


suecessful 


; 


Snouid make¢ 


ground of the bu 
industry ? 
ottice 


has erected? How do they 


reputatior n the 
W nat 


structures 


are some or tne 


he 
materials and 


compare in quality Ol 


equipment? Who are some of the major 


tenant in his build os? Are these ten 
nts pleased with the way their spac 
ind the bu ling . working out Tor 
them? Is the ervice otf first quality 
Does the builder cooperate understand 


the special requirements ol 


his tenants? Does he build for specula 
tion and resale or for permanent 1 
vestment? 

“Only aiter these questions are an 
swered,”’ Mr. Tishman advised, “ean you 
be sure that you are on the right track. 
Because office rent may he one of the 
smallest expenditures a business firm 
makes each year does not mean that 
othe space should be selected without 
earetul analysis of the company’s tune 

ii, A 


“Didn't I tell you never to call me 
at the office!” 
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732 SHERMAN ST ° CHICAGO 5, itt 
1S Wieelath st NEW YORK 10.N. Y 





Stenalay 


THE ELECTRONIC FACSIMILE COPIER 


i's SO easy to make 
mimeograph stencils 
single positive copies - offset plates 


...and boss... 1 don’t have to mix any _ it off on Stenafax — and that takes less 
chemicals, ever, or go from one piece of | than one minute of my time. It will copy 
paraphernalia to another. It’s all done anything 
on the one machine — whether it’s sten- 









office forms, typing, draw- 
ings, news clippings and other graphic 
cil, offset master or single copy. Alll do material regardless of color, type of 
is select the recording material and run — pencil, ink, opacity of paper, etc. 

in MINIMUM TIME at MINIMUM COST 
with facsimile ACCURACY [et us send you bulletin 05 


STENAFAX, Biltmore Arcade, 43rd Street and Madison Avenue, New York 17, N. Y. 
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NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time 

But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 

Since 1899 Shaw-Walker has been helping business by 
simplifying ofice work—to speed record keeping. 

Shaw-Walker makes everything for the office—except 





rr hes : " a Pen Sel ne es a Split-second finding is assured 
machines—chairs, desks, Fire-Files, filing cabinets, loo ‘ > an as a a6 te ae 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker  ‘‘time - engineered” 
hel ke tl : ; k 1, filing systems. For records of any 
ielp make the most of every minute, every working day kind, fer one Grawer er 1.606 


The booklet, ‘‘Time and Office Work,”’ is packed with ideas for stretching 
office time. A wealth of information on “time-engineered” office sys 
tems and equipment 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 52, Michigan 


Largest Exclusive Makers of Office Furniture 


GHAW-WALKER and Filing Equipment in the World 


Executive Offices at Muskegon, Michigan 
Branches, Dealers in All Principal Cities 
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tions Mr. | 
shortly begin work on a 
story, 1,000,000 ft. air-conditioned 
skyscraper at 666 Fifth Avenue in New 
York City, adjoining Rockefeller Center 


firm 
new 36 


and needs.” ishman’s 
will 


sq. 


“Not all office buildings are alike 
Some cannot offer large enough single 
floors to permit the advantage of con 
centration of all activities on the same 


level. Window and column spacing may 


not permit enough variation in interior 
partitioning to make the space fit the 
changing needs of the company. A lo 
cation which offers convenient access to 
rapid publie transportation for em 
ployees may be more important to the 
well-being of a company than one which 
does not have such a convenience. Prox 
mity to other major concentrations ot 


business, especially in allied fields, may 
eliminate needless waste ot 
Proximity 


ave 


contact time 


to shopping tacilities 
Important 
and 


to fine 


may 


an effect in limiting 


secretarial clerical turnover. Easy 


HCCeSS restaurants, hotels and 





¢lubs may i anoethel Inportant 


sideration in enhancing company pres 


tige and executive sales effeetiveness 
“The introduction in reeent years ol 
ir conditioning, high speed automatu 


elevators, better lighting, greater window 


area, narrower and fewer columns, im 
proved acoustical treatment, custon 
tailored office layout and many other 


advances in materials and design, re 


sulted chiefly from recognition of the 
tact that good tunctional othees are as 
vital to the success of a company as the 


efheiency ol 
promotion and 

“Properly 
Tishman declared, 
tar out of proportion to its actual cost 


its purchasing, production, 


distribution systems 


Mi 


results 


selected office space,” 


“Can produces 


in heightened productivity and 
(ilamour 


proht ~ 


may be important, but it 


only part of the picture. The real story 
lies behind the glamour—in the build 
ing’s effectiveness as a business tool, A 
skyscraper is more than a tall offices 
building. It is a machine or DUSINGS 


NEW « FASTER - 


EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into |/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . 
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. SALEM, OHIO 
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neenah ‘ 


- 


fine rag boxed|typewriter papers for 
3 | 


permanence. prestige strength 


For ideas worth keeping reports, letters. avreements. 
surveys and permanent or semi-permanent records —use 
paper made from rags 

Neenah Boxed Typewriter Papers are available with from 
25% to 100% rag content to give you whatever degree 
of permanence you require. 

lhey are tub-sized and air-dried for a more luxu- 

rious typing surface. They are brilliantly blu 

white for added prestige. Ask your statione 

for Neenah, the finest in boxed ty pe- 
writer papers 







Neenal is America’s most com- 


ple te line ot tine business 


papers 
Old Council Tree Bond...... 100% rag 
Success Bond... ee 75% rag 
Chieftain Bond.. coocces BO% Fag 
Neenah Bond. = Tererre, - =. 
Old Council Tree Onionskin. .100% rag 
Success Onionskin. . . T5Y rag 
Neenah Onionskin...... 25% rag 

Finishe bond and cockle 

W eights ubstance 7,.9,13.16.2 

Sizes—8!2 x 11: B’2 x 13:3 

Neenah i ilso available ream w 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 
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Bou Cuer 20 VYeurs the Leadin 
Hltand Slam Stencil Du Dufi Ccaler 


ELIMINATES SHIPPING LABELS! PACKAGE MARKING 
PRINTS SHIPPING INFORMATION [rae Se ee, ee 
DIRECTLY ON CONTAINERS : 


Quick! Accurate! Easy! Now print shipping 
form and identification data directly on car- 
tons, boxes and packages in one operation. 
FORM-CUT stencil has facsimile of your label 
or shipping form die-impressed into the sten- 
cil. Attach to MULTISTAMP duplicator and 
get 1,000 or more clear, sharp impressions from 


one stencil without re-inking. 


ADDRESSES SHIPPING TAGS 
AND LABELS! PRINTS POST- 
CARDS, FORMS, MENUS, 
BULLETINS 


AMERICAN AIRLINES 

SPEEDS AIR FREIGHT 
Just type, write, trace or draw on inexpensive TAG ADDRESSING 
stencil . . . snap it on duplicator and print— 
like using a rubber stamp. Made of non- 
corrosive metal to last indefinitely . . no mov- 
ing parts to wear or repair . . has low-cost 


replacement ink pads. 






THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 





LABEL ADDRESSING _/ 
PRINTS POSTCARDS © 
ae 





OvER 3f) YEARS 








MULTISTAMD 


STENCIL DUPLICATOR Ff & 


MANUFACTURED ONLY BY THE MULTISTAMP CO NORFOLK, VIRGINIA 

















There is a size for every duplicating need. 8 complete outfits, $9.50 to $99.50 f.o.b. factory 
Write for descriptive literature or see your Office or Shipping Room Supply Dealer. 


WRITE FOR LITERATURE AND FREE SAMPLE FORM-CUT® STENCIL AND PRINT 







May, 
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| COLE STEEL EQUIPMENT CO., INC., 285 MADISON AVE., N.Y. 17, N.Y. 





"emma ; 
FD SOUS SSS FSS ee 














ACTUAL SIZE LOCK 


SAVES TIME... ali your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File 


Th A 
A heavy gauge steel cabinet containing NO yRae 


two full suspension letter files, indea wn above 
drawer for 3x5 or 4x6 cards (3200 cap.) Act ho icture), 
2 adjustable compartments under lock (not ° ” P ; 
n 

and key; steel safety vault with large should no 


vault size dial lock (only YOU know the imitations ney 


combination) 


32” high, 30'2" wide, 17” deep. Olive 


green or Cole gray, baked enamel finish. The “DIRECTOR” File 
Similar to No. 1370 ex- 


No. 1370 yy copt instead of the card 
os third — size 
en ing awer has been 
added. 371/2" high. 
No. 1473 $53.95 


The above with plunger 
With plunger lock which automatically lock that avtomatically 
locks all drawers. No. 1370PL...$57.45 a 


Grawned walnut, mahogeny of bnotty pine finish $12 0 additioncl 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 











ypliyy 


VICTOR VISIBLE 


Keeps pace with your growing business 





Victor Sectional Visible — 


A time and money saver for your 
records, Just add a single new Victor 
steel section to the ones you have to 
give your visible record system 
added capacity. Buy only the capac- 
ity you need when you need it. 

Victor steel sections are available 
for 5x3, 6x4, and &x5 cards. Victor 
colored signals give you instant in- 
formation at a glance. Select from 
vray, green, or from grained mahog- 
any or walnut finishes. 


Remington Ftand 


DEALER SALES DIVISION 





315 FOURTH AVENUE * NEW YORK 10, N. Y. 
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ew Products 


ELECTRONIC COMPUTER more business-engineered features t< 


—_ 


mington Rand Ir 315 Fourth A complement Invincible’s Modernairé 


w 6Yor N nnour +} Desks and Modernette auxiliary units i: 
W I b . Soa 4 INCeg f 
r I] { { ‘ every detail, and add beauty and pr 
ance ! ( T aAining he ates i 
to j nal ‘ , tige to anv office ePCOr Arms on Mod 
etror eve f n ] ya mag 
ernenss nairs are ¢ pertiy lesigned to 
eore emor evets Deseribed a | Zz 
rf } . puter ‘ provide maximul ecomtort, smoothly 
| ] is CPSs COT ite 
} { j ' ‘ cushioned for restful arm-ease and hand 
ible he speed and capacity f 
Oo! \ ist | is ¢ » welded 
irrent Univac. Its expanded } s ely upt ered, Arms are welded 








the cannot work loose. The maxi 

dea, spew — Ur rt Modernease chair backs are ex 
ait i] retains the errorie self bois arge. eep and contoured for com 
King features is ‘ , other ee port RB ly asin tab tiianeina 
oon wi n have we eal back pre ling ‘‘eradling’’ for 
ac to almost ) American busines extra-restfu eating. Fashion-keved up 
+-pag ted escript r hook ble n star ird or elastie vinyl plastics 
pree 21 pove addres 1 handsome, high grade fabries. Styles 

! idé vinyl plastic on a standard back 

CHAIRS ng, elastic vinyl plastic on a knit back 


ble Meta Furniture Co., Man ing, Mansfis d, Gros Point or Clairmont 


Wis., makes the Modernease line fabric, or combination with a fab 
irs incorporating more styles and ric seat and either the vinyl or plastic 
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floors 
V ailable 
tal bases Fu 


above addre 


LIQUID LEAD PENCIL 


d Kahn, Ine., North 
N. J... makes the 
ver Liquaseribe Pens 


which writes a fine, erasable 


veneil line rhe point cannot 


I 

break and never Is re 
sharpening. It writes dry like 
4 peneil, cannot smear or 


srmudg 
uayg 


e and is provided with 
a replaceable cartridge as well 
as a renewable eraser, The 
Wearever Liquascribe 


tractable so that it ca | FORMS DESIGN KIT 


por kets or clothing. a ilti ' Saleshook CO 144 











at ov aca, : = we eriek ve., Baltimore 2° Md., 


t 


forms design kit which conta 
AUTOMATIC COLLATOR ayout sheets to speed the 


mington Corp., H20 ¢ 
Zoston 15, Mass., make 
Model 85 
gathers sets 
at a rate 
It will handle 
including 
with heavy ledger 
no comp! cated feed 
fakes sheets in sizes fror 
14”. Machine 
a roon 


operat ng 


hanged w 
aj systen 
er thickness 


tatir Double sucti 
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forms for handwritten or machine us¢ CHECKWRITER, DATER, SIGNER 
Kit includes ten layout sheets, a type Hedman Co., 1158 W. Armitage Ave 


nposition manual which also contains 


Chicago 14, Ill., makes the Royal Con 
ruiing diagrams lilustratic¢ t a t , 
Z igra . r ns and famous panion Sign-O-Meter and Dater Check 


trade marks; a list of ‘‘Ten Points That 





signer which operates n eombination 

Make a Susiness Form Click’’ and a + inv F&!l Premier Eleetrie Check 

booklet showing how many companies Protector Both set together on on 

ive lesigned forms to save time and hess Operator nserts cheek in the & 

nerease efficienc The kit is free fror hank kevboard protector which writes 

. : 1ddress amount i} t one million dollars. 

After being mprinted with amount 

TYPE IN LETTERHEADS sane, Ane agin eng erage 

WwW. Hamilton & Sons, Miquon, Pa., ng and dating machine, then Is ejected 
offers 4 Tree Letterhead Style s00k 
howing amples of good etterheads 
produce trot tvpe nd type ornaments 
t tated that GY out of ZO letterheads 
ire) oprinte or thographed more effec 
! ely na econo COHY without usé at 

nto rece ing DO where finished 

checks are stacked n the order they are 

rul The machines re not connected 

or attached to each other. A small trig 

ger which fits on the right side of the 

protector actuates the Signer-dater as 

oon the amount is imprinted, pro 

ded that gner’s switch Ss on. If 

handlettering or handdrawn artwork, The turned off, protector can be used by 

an ples neluded here lustrate this tself. ‘The signer-dater also can be used 

point and a brief text provides ideas on ndependently. Machine automatically 

the use of type faces wl ch are available ocks | in attempt s made to insert 

to most printers. The sample letterheads more checks than the number for which 

ire produced = on Hamiltor Bond and mechanisn Ss set Single, duplicate and 

Hamilton Bond Seript in different colors triplicate checks can be signed and dat 

ind finishes. Types used in the samples ed automatically Because signature and 

re rdentified in the t t Write above inte pos tions are } ustable, most pres 

iddress for the free Letterhead Stvle ent hecks can he ised, Kleetrie foot 

,00k switel . ailable for using the signer 
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dater by itself. Signature plate 1s re 
novable for safekeeping in a 
date wheels 


ustrated 


are quickly changed I 
from above 


literature address 


MOVABLE PARTITIONS 

Irwin Casper, Ine., 

New York 13, N \ 
Panel-ettes 

that packed in 


installed by 


$0] Brosdw: 


announces (tis 
office 
cartons 


unskilled help 


whit h are movable pal 
titions come and 


an be with 


out tools. Made in heights of 


R4” 


39”. 54” 


and Panel-ettes are fireproof, 
oft steel and clear or obse 


lock 


SCcTeWRS, 


partitions and posts 


together 
without nuts, bolts or 
Posts 


and 


and are 
had with 
electrical 
rockwool 


free standing. can be 
electrical 
outlets. 


tion to 


wires double 
Panels have insula 
deaden sound 


and finished 


Chere 


eutouts, (an 


are 
n long baked 


holes or 


wearing enamel, 


ire no exposed 
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vault. Brass 


CASH REGISTERS 
Dept 5 


Model 


entr 
store 


run! 


Doubl 
clerk key and register 


entores 


nmsures accurate acco ny 


y. 
s designed ror servi t 
keep daily 


apart 


ations to enable 


operators to running 


other 


totus 


The 


of gasoline from 


registe! 


peri 


or combinatior 


PUNCHED CARD 
ACCESSORIES 








ert r filing Plasdex i 
, nt ar rt r} g 
I 7 4 ‘ 4 g 
another f . new hea 
Tr x y 1 & + 
} ‘ T rr I i 
j ; P 
r « t ird han ng 
( Phe Units ertical car 
ny e | ent I Hee! ncereased 
( j ! 1 i irge ipa ¢ tut 
i Tu s pensior yile with i it 
I eg cards al 
| the torage { nact 
* n tr » that the are ilw 
kly available for rocessing. Write 
é i ire t the 1 


NOISELESS TYPEWRITER 
oO! Rand Ine 315 Fourtl 


makes 


isive pl ire printing. A slight 

et its precise ealeculated 
ryht which completes the pressing of 
type onto paper leaving a uniform 
ressior Originally designed to re 
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uceé “4 f new icl nie nail 
. featur f previous Reming 
ton N ose 48 pewriters and Ss cor 
etely redesigns n appearance New 

eP Ke it ‘ tv} styies ire peing offers 
it no I sf n cost Ribbons can be 
ybtained i olors to harmonize witl 
tterheads Finger-fit keys cushioned 
o eliminate pact, tl ¢ usive Per 
fect Positioning Secale for instant set 
ting yf lent 4 margins and as Dp 





ned ['ypebar il included. New 
ngineering desigr nakes maintenance 
nd peration easier A snap on al 
fi er saves time eaning and ser 
ng the n hine A removable plater 
es nee iry changes for stencil 
ing or printing cards. A pressure dial 
make carbon copies uniform without 
extra touch pressure when there are 
il copies Write above address for 
I ler RN-S719 
TAPE-OPERATED MACHINES 
Monroe Calculating Machine Co., 
Orange, N.J.. makes 14 different modeli- 
f punened Lape bookkeeping machine s 
ind 20 mode of punched-tape adding 


using common language 


The Monroe Auto Punch 
Machine automatically du 


punched 


tape ° 
Bookkeeping 


plicates postings in a perforated tap 


~ 








1d 


be fe: 


such as a 


which can rectly to other office 


machines Teletype, tape-to 


card or Flexowriter. Tapes can be mailed 
to another location or stored and used 


The 
or 


Auto-Punch can 
8-channel 


over and over. 


control any 5, 6, 7 equip 


ment. Punched tape is available in a low 
er priced, single register bookkeeping 
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achine. Monroe also offers multi-regis DANY r its franchised printers it 
ter models in 9 to 14 column capacities ny t {) H H Ine ‘ 21 Lafavette 
for 4a kinds [ ac inting jobs I} St New \ S. N £& Son, 62¢ 
tape punching facilities are custom built Broadway New \ \ J Schubert 
lividual needs and adapted to UiOce 61 Beekimnatr st.. New \ rk: Ad 
DuUse machine Auto Punch bookkee pr rs raft Print ng ©o., 1104 Prospect Ave., 
ire extremely flex le and capable of (leveland;: and Moderne Ma ser 
utomatie coding. They perforate tape 1540 St. Clair Ave., Celveland Further 
at the rate of 20 digits per second nformation regarding availat t f 
Krrors may be corrected instantly and this service can be obtains fre t 
sutomatic nterlocks prevent misopers I ‘ ldres 
tion if a key s accidentally depressed 
Monroe’s Auto-Punch A ng Machine TRANSITOR COMPUTER 
yperates as a regular full keyboard ad Internation Business Machines ¢ 
machine Simultaneously with th 90 Madison Ave., New Yorl RR 
printing of figures on standard adding i} +} GOR on } 
ichine paper xr wide forms, 1t auto trary { ‘ ‘ puter nrint 
atically punches and codes in 5, ¢ 7 viril ell t ay erie he 
vr S-channel tape. It perforates at the early ' bao Mutstanding a ant 
rate of 1,800 digits per minute Automa of transistors n the cor at . p 
tie coding and error correction are among wre that the re ai . ’ vad { 


ts features. Auto-Punct Adding Mua ‘ never: a nasal , , 
chines are available in any listing ar 


totaling capacity from 10 to 14 colur 


I narrow carriages Tor adding paper 
and forms up to 434” wide, or i! l¢ 
earriages for forms up to 12 Ww 


Punched-tape can be adapted to any cur 
rent model Monroe bookkeeping or tf 


keyboard adding machine. 


PRIVATE WATERMARKS 
Guaranty Paper Co., 144 Prospect 
Ave., Cleveland 15, Ohio, have perfect 
ed an inexpensive, higt speed proce 
which allows any company’s trade mart} 
seal or other design to be watermarke 
on cheeks, letterheads, business for! 
egal papers or any papers and 1ig 


ecard stock. This private watermarking 





service ranges in price from $7 for 1000 


sheets to $5 per M in 100M lots. Prices 


are for 16 and 20 Ib. sulphite stoc} " truetior ble , 
sheet sizes ranging from 3” x 5” ¢t ! er ) 
‘ An additional charge of r t | er ‘ ‘ 

LO% s made for rag content pape! ‘ parable ‘ 

nd tor we rhts above or helow 16 ! | , ‘ ; 
20 TI As many of the same or dif same = proportior 

ferent watermarks may be placed upor power consumptior 1} 

, sheet as is reasonably required, either sper of the 60S el t 
before or after the paper has been print proble f ent ZA 

é (Orders ! any quantitv ean he than tf! I 1 t IBM ¢ + a 
nile I 1 few days b the above ¢ HOT | 1 | OU 
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a ee ae CHECKWRITERS 


t1T Tw ; y r ners nad CoO ‘ 1 
: . ; } , , 
ste H | (o ) ¢ sdf , ‘ it 
with the 1s rit luct in 11/1000 see Sulepual rp., Lansdale, Va \ 
~ inces that Kiern nes and chrome 
" It car ean 18-digit number t a a 
‘ ‘ trim set the new Chek-Gard line apart 
; y r ‘ at prod ce the ’ y 
fror previous Safeguard chee} protes 
quotient ' | WW ecor he ( 
t eq iT ant dustrig desig ’ 
ulatir punch unit, use for both input oF juipinen Industria lesignel 
' ‘ enki 7 Harol: Van Doren has designed the 
and mutput ‘ rit t re i cn 
‘ +} ‘ achine for high speed operation, re 
o be ealeula I he results punehe . 
ny operator fatigue and the chance 
v} ‘ 1 ) sing nrougn the i el ne ; I “0 
+ ¢} f | { f human error to a minimum, The rug 
i the rate f ) per nute 
yed constructed machines are light 
yvelgnht and easily portable When check 
DOLLAR PENS mount s set on the kevs of the Chek 
Arne? ' Poy ("4 Dept O4. He (rard, it appears in 4 series of windows 
\ | P +} Pey Bar 1 it the top of the kevboard for verifica 
torke with Nhe / to 
io ans ae $1 per m before chee} spl nted, Checks are 
ny 7 | j ! punter space 
Printe I ! ! Ke rst vy} 
paACcKYroU!l tT! Ver Per Kar “ 
three fferer $1 per Cs The Ver 


ie a 


| chose ¢ 
VENUS new Popular pens 


varh 












iutomatically positioned for printing and 
alignment is controlled by turning a 


knob. Reinking can be done without mess 

‘ or bother. Bringing the handle forward 
macerates the desired amount into the 
fibers of the check, indelibly imprinting 
! special ink. At the same time, 
avee name 18 also protected where re 
uilred Repeat and Clenur operations are 


controlled by ition of the handle re 


turn, with ne separate keys to press 

\ two-year factory guarantee of trou 
Keplaceable it rep creabte point four ble-Tres mechanical operat on 38 wsued 
tain pen the Venus Retractable Ball to every original purchaser, as is a two 
point Pen and the Venus Fully Hooded veal ndemnity bond for $10,000 cover 
Pen that uses quick Irving or regular ny check alterations and forgery. Retail 
nks Quick posit ‘ mientilieatior ft price for the eight-bank Chek-Gard 1- 
each pen style is ide easy for the cor $127.50, including individual nameplate 
sumer W th the uss fT color Ihe Venus whiel prints eompany name on the 
Pen Bar s Deal No 25-D and als imount ne of each check. Other unit- 
ffers extra r « f the enls iilable «are s ind nine-bank star 
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For the first time the unique B D C makes it easy and practical to use 
colors with an office mimeograph. The B D C design, eliminating the 
drum and ink pad, uses only a thin film of ink that can be cleaned 
completely in less than one minute. Re-ink with the second color, 
change the stencil and in less than 3 minutes the first copies of a two 
color job are stacking in the receiving tray. This is only one of the 
fabulous advantages of the B D C, the mimeograph that can never 
leak, that always keeps the operator clean, that is designed like a 
printing press and produces copies that are printing press quality. 
Write for complete information. Bohn Duplicator Corporation, 
Fourth Avenue, New York 16, New York. 


Ane 
444 


ary mime 
,one¢ J Br» 


ovr £2 
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amazing 


VEIVET 
ball 
PEN: eil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 

light as a pencil because it’s wood 
banker-approved permanent ink 

full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 

nothing to press, turn, fill 
fully-guaranteed 


Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen 


Order from your 
commercial stationer 


For sample write on your 
company letterhead to Dept O-5 


AMERICAN PENCIL CO., HOBOKEN, N. J. 
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rd models, keyboard designs, voucher 
front feed types I a Checksigner 
( npiete ntormatior n tne entire iin¢ 
tre LDOVE 1d 

PORTABLE TYPEWRITERS 

Metropolitar lypewriter Co., 18097 
Sorrento Ave Detroit 35, Mich., are ex 
elusive U. S. distributors of Voss Port 
able ype writers made by Voss Schreib 

Asi nenfabrik Wuppertal, Western 
qrer! ny [wo models are available 


fully stand 


equipped 
arriage portable with carrying case 


Mode M-13 Business-Riter has a ] 


arriage with carrying Cas¢ optional be 
ause this model is designed tor small 
ifiice requirements for a lower priced 
quality machine. Both models have 





\V oss Simplex Keyset tabulation requir 
ng no carriage travel for complete 
clearing, full size keyboar } SS char 
acters), new typebar leverage and es 
capement for very light touch and un 


form write, eliminating crowded letters 


jue to uneven touch: double cast alumi 


num frame for long life, automatic key 
t 


set visible margins, left and right hand 


carriage release, two-color ribbon and 


stencil positions. left-hand variable 


spacer and separate rachet release 
) 


leve Re 


easily cleaned smooth enamel finish in 


choice of colors, choice of type 


races 


warranty Dealer in 
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KILLS orrice 
MACHINE LIKY 4 





iene AT ITS SOURCE! 


OFFICE MACHINES 





NOISE DISPARITY 


The loud noise of the 
machines in the photo 
using SOF’TONES has 
been reduced compar- 
able to the sound level 
of the adding machines. 

Best noise control is 
only possible by elimi- 
nating noise disparity. 

Equalize your office 
sound level with 
SOF’TONE. 





And SOF’TONE ACOUSTI- ing over the entire work area, 
NETS absorb all harmful high lessening eye strain, reducing 
frequency vibrations of noise errors. 

. thus preventing numerous : ; a 
, For more comfortable office 
noise ills. alia aaa al 
use SOF’TONE and enjoy 

All SOF’TONES provide pel better working conditions re 

fect indirect fluorescent light- sulting in real dividend 


USER REACTION 


The Upjohn Company, Philadelphia office, bought four SOF’'TONES. Since then their 
other offices purchased 15 more. Typical reaction. 


© 1955 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 








5 Commercial St., Rochester 14, N. Y. 
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One of the tightest bottlenecks in 

le even the most modern equipped 
duplicating department is the col- 

x flops to lating, assembling or gathering of 
duplicated sheets into sets. Now, 


with the new easy-to-operate 


GREATER EFFICIENCY Thomas Collator, one girl can do 
the work of five—faster, more accu- 


in your office. . 


rately, and with a minimum amount 
. of effort and confusion. 


HERE’S HOW IT’S DONE! 











126 


She quickly loads as many as 


Pages are collated; action 


* starts for next set. . 


50 Church St, New York 7, N.Y 


Please send me details on the Thomas Collctor 


Nome 


Firm 


Address 


City lone Stete 


Her foot releases pedal; Pages ore always under in- 


« 10 pages. « sheets move out quickly. « spection; blanks can't slip by. 


Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Releases pedal as she stacks. 
Elapsed time—five seconds. 


THOMAS COLLATORS, INC., Dept. 6 We 


Thomas “aia. 
ebews 


| 

l 

i 

! 

| 135 Sales and Service Offices 
j from Coast to Coast 
Dept. B., 50 Church Street 
| New York 7,N. Y. 

| © T.C. 195 
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DUPLICATING PAPER YoU BE THE 


(srovetor Paco nips Paintsiagdey H.. 


ffers a free portfol of samples of Triad 
mimeograph and duplicator papers The 
presentation indi ites how the : pies 


COMPARE THE 
ULTRA-MODERN 





 ONEES rare 


| NEW PRODUCT oF 


GROVETON PAPERS Co MAGNETIC DISC 


ww 


«< DICTATION 





demonstrate nine specific duplicating 
properties of Triad papers. Se eral tes 
timonial letters are also reproduced to 
gether with pertine nt niormation on 
(Grroveton Papers Co, Write above ad 
lress for the free samples 
PRESENSITIZED PLATES .. and you'll agree that it's years 
Davidson Corp., 29 Ryerson St., Brook and years ahead in simplicity, 
vn 5, N.Y., announces that a money efficiency and reliability! 
back guarantee is now being made on all 
three types of its presensitized plates @ As easy to operate as a phonograph 


@ Magic-Discs are reusable thousands of times 
without reprocessing 


@ Take it anywhere—completely self-enclosed, 
weighs only 12 Ibs. 


@ Automatic correction guarantees error-free 
dictation 


@ Full-range fidelity of reproduction 
@ A model for every application and budget 
from $165 to $325! 


You be the JUDGE 
phone, wire or write to: 





MAGNETIC RECORDING INDUSTRIES 


A folder, published by Davidson and 1!) East 16th Street, New York 3, NY 
explaining the high quality of Davidson 
plates, offers a full refund with ‘‘no Algonquin 5-7250 
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questions asked’’ on defective plates. 


Each plate is tailored specifically to the 
ob it must de The Duorite plate is 
one-s Ition piate A Singie solution a¢ 
ensitizes, developes and gums the plat: 
Presensitized plates covered by the guar 
ante re Photorite a paper piate ce 
signed for short runs and qui 
pr iction at low cost; Duorite, a twe 
‘ oated te | Jminum plate tor econonu 
al long runs o1 obs requiring close 
ensional stability, and Perfectorit« 


grained aluminum plate for long runs 


of the finest process, halftone and line 


work. The folder is free from abo 


i iress, 


MICROFILM FILE 


Atlanti Microfilm Corp., 41 Unio: 
Sq. W., New York 3, N. Y., makes the 
Atlantic Microfilm File Cabinets for 16, 

nd 70 mm film. Model 15 is a 5 
lrawer cabinet 19” wide, 40” high and 
6% Ce] Model 17 has 7 drawers 
and cabinet is 19” wide, 52” high and 
2614" deep. Each drawer holds 100 rolls 






CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 


le 
4" dia., spaced 44" on cen- = 
ters, 4" from back binding 
edge standard spacing 


cs” a 8'," sheets 





operation. 








PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 


gy NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP. 


HARRY HENKEL ASSOC, 


of 16 mm filr vr 6S rolls of 35 1 I 
Drawer partitions separate film into 4 
ase Drawers mounted on progressive 





| bearing suspension slides for easy 


There are four large label 
holders on drawer, one for each row of 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 






punch for indi- 
viduals, home, 
office and industry. Light pressure of thumb 
punches clean 4" hole instantly in paper, light 
cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 60 cent list. 


MODEL 100 . Punches \’" 
hole, '4" from binding edge. 





1355 MARKET ST., SAN FRANCISCO J 
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No streaks 


—with FLAGSHIP 













Streaks (roti 
perfect carb 
typewriters. 


Now, with Flo 
the easily prov 


Roller marks or 
erasabitity ore i 


And Flagship con 
paper that will gi 
results with the li 





Let us tell you mor 


metallic b 
\Ge permanen 
\ 

weights an 


ALLIED. carson an UFACTURING CORPORATION 


| General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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Cuts Typing Costs— 


LETTEREX can cut your typing costs 
whether your pretty girl payroll is 
$1,000 or $1,000,000 — but 





only if you order some! 





TRY Letterex! 


Write: 
The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 
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PUNCHED CARD EQUIPMENT 
Inc., 7 


Monare 


Due Orrice 


| Metal pP 
u hws \ 
ist ‘ 
hich sth 
thie mach ! 
Tit espe 
Ran | 
his 10-page 


pment as 
tr ks. 
pile ard 
nets t 
rue ‘ 
h Re ! 
yht , 


May, 1955 


ts 





} 


Big Numbers 


boost 
efficiency 


at 





Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—"How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 








v 


BROOKLYN 86.N.Y 








WM. A. FORCE 


TIO NICHOLS AVENUE 


ve . 
K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS ‘ 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL 
ABLE FOR 
5/l6 & %" 
EXPANSION UP TO 
7'/, INCHES 
Prices with full details on request 


W. R. KLINE CO. 


1062 Stuyvesant Avenue Irvington 11, N. J 














So that’s how you do it 


~—with AW.FABER 
=e 






Oe 


The neatest trick a new 
Typist or Secretary can 
learn is the EraserStik 
habit. 

You'll save yourself 
many bod moments of 
criticism if you make your 
erasures with EraserStik— 


vice 0s.a.7099 | 











clean and quick, without a 
a ghost showing. OD 

This white-polished | oe 
beauty is encased in wood | Ese 
and shaped like a pencil. “r | qe 
Easily sharpened by pen- = | Sh 
knife or mechanical sharp- | ‘a 
ener. With and without Ih 
brush. | | ae 


You'll turn out cleaner 
letters and win executive 
approval if you use Eraser- 
Stik. Get some today. 
*For best performance | 


expose rubber point COL 
a 








about 3/16”. 








A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3.N. J. 








COPYING MACHINE 


Ozalid, D of General Aniline & 

Corp., 1 Ozawa Jol n Cit 

N } “Ke sir ner HOU) 4 
iT} cop yy n hich will 
ike irect | n ! tf trans 
lucent engineering drawings, records, 
reports, business forms, etc., uP to 42” 
wide, at synchronized printing and de 
lop ng speeds up to 24 ft. per min 
ute In the 4 ’s printer section, an 





electronic speed drive permits instant 
changes to any speed from 9” to 24 
ft. per minute and a high-pressure, mer 
cury vapor jacketed lamp and balanced 
cooling system provide uniform border 
to-border print exposure. The dry-de 
veloping section features a_ jet-type 
atomizer which forces ammonia into 
the pressurized vapor tank, assuring uni 


MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM-5 P.M. 


Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 


Box 19, Route 4 Elkridge 27, Maryland 
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rm and complete development at any sliding out the tracing rece ng tray 





ee Unique automatic eontrols reg nd oht shu \ folder deseribing 
té ApOr erreuiatior with machine the Stron ney } t et HN bee 
peed, and a manually operated au hint botsanmens free fro lave addres 
mtrol provides superb development 
types of sensitized materials, Th WOOD FURNITURE CATALOG 
Streamliner 400 will require a minimu Worden Co.. Holland. Mich we pub 
of maintenance and servic ny. All cor shed a new 24 puipe illustrated atulo 
onent parts Can he easilv removed ! showin the n ; ne . od offies 
few minutes when servicing Ss Fr furniture Ineluded are exeeutive desks, 
juired, The outside of the evlinder tables, stands, hookeases, ete n beau 
an be cleaned in seconds s mply by tiful woods Also there are functional 





Watchdog...stops waste ! 


Postage, even in a small firm, is a sizeable 


item. The overpaying of postage on only a 


















dozen letters a day, through a clerk’s normal 
eye error or a scale’s hidden inaccuracy, will 
amount to nearly $100 a work year! A 
Pitney-Bowes precision scale is the watchdog that 
will prevent such waste. It stops the loss of 
postage through overpayment...and the loss 


of customer good will through underpayment 





with resulting “postage dues.” Its pendulum 

mechanism, hairline indicator, and wide-spaced 

ounce markings eliminate errors in reading! 

Four models; one includes parcels up to 70 Ibs. 
Ask the nearest PB office to demonstrate. 

Or, write for free illustrated booklet. 

FREE: Handy wall chart of Postal Rates 


with parcel post map and zone finder 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, IN¢ 
3477 Walnut St.. Stamford. Conn 


Originators of the postage meter 


Tet 


offices in 94 cities 
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e botl pl 
‘ +} ‘ 
Ma } 
! } , { 
! } ‘ 
Vu 1 ruted ina ‘ 
! if ed, | itures f Worder 
> I | pee riter desks iré ful 
j rat j i le ! ‘ Write il ‘ 
' ‘ tT 


FILE-STORAGE UNIT 





Modern Ste Ine., Dept. 
hifth \ \ ror ] N y mat 
! ('y r W: » rave Cabinet 
i | ne tse seetion I 
! i lates 
i! } t ! ind two etter! 
ze filing t lhe il t 
! Te r elerence 1 t! rt 
drawers \ numerics card file ear bearing roller action and positive spring 
control follow-up dates and an alphabet compressors, Plunger locks are available 
ire pro des pertinent reference or three fil ng lrawers, The vault has 
nformatior oordinated with the vert in original Magie-Touch Safety 
( \ I vers have mooth ba (ombinatior Lock and the additions 





! Aenes Your Key to 
Work Simplification! 


CHECK THOSE waf USED IN YOUR OFFICE 
and ask for full information oday, 
F 





Evans GATHERIN RACK Evans Fing t ESk 
A f . ° \. ’ ; + 4 ‘ + ; KY Y 4 | pA 


Evans TACKY-FIN ~ 
Evans 


Evans VV A RA ¥ 


WRITE FOR FREE SAMPLE! 
Racks hold Evans CA A A t 


For Complete Information on Any of the Above — Write 
EVANS SPECIALTY CO., INC., 403 N. Munford St., Richmond 20, Va. 
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_ “COPY CATS” 
———> TAKE HOURS 
‘ to do what Copyfle x does 
. in minutes! 
















SESE gg 


p———/ 4 2 
j d - - - — P! H ¥ Le 
ben sini a ! 
Le ‘ 
| ‘ 
t t t ‘ E 
rf ex ‘ C 
\ { ‘ Ml 
the f ‘ | 
— — 
th c each, ¢ « P ‘ 
find bow  Copytie con simplity ond speed 
‘ ‘ ‘ k ‘ > followin ne one erweor 
f Bf | ! Purchose Requisit unt ts 
‘ ‘ \ © pe Receiving Reports 
rn k. Ope ure t y Bills of Materia 
t j Operating Sheet 
; Production Orders 
' . - | Shipping Notices 
‘ ‘ 














preienianiiaieniaa 


A nos a7 a= 
WAZ LLG L VCWVV \ Chertes Brunin . Compeny, tnc., Dept 


4700 Montrose Ave Chicage 41, liners 


RUNING \ : 
ss ana ress a 100" | compe - | 


Address 


trans seco 


= oe 
ls ee 





pr 


CHARLES BRUNING COMPANY, INCORPORATED . 4700 MONTROSE AVENUE . CHICAGO 41, ILLINOIS 
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MAGNETIC No-Needle RECORDINGS 
Plus MIRACLE MAGIC ERASER 


Qa 
= (on overhead be cut with the REX 
sa : 
RECORDER? 
7 
| 
~ 


How does this saving oo # 
7 


A. : REX RECORDER doesn’t use any 

ee | needle. The disc is never destroyed. 
—_ e/ Each disc is good for 10,000 uses. 
“ 


You can save from $300 to 


This gives you a definite hard 
$1300 during the use of the machine i ew 4 lg 


—" 


al 


eee eee eee ee ee eee eeeeee 


Q 


You meon | do not hove to have my 
recording discs re-surfaced? Thot sounds wonderful. I'd like to know 


how REX can be sold for so much less 


4 f 
4 ott ‘cus other recorders? 


It is simplicity of construction. REX 
RECORDER hasn't any cutting needle 
or turntable or feed screw. There 
isn't any belt to multiply power from 


motor to gear drive. REX costs only 
$265 per unit. i 


Q | 
This all sounds very good but do you = 2 " 


have offices and service throughout the 


-_ ' 
country? —_ - 
4 


Offices are in hundreds of impor- 
tant cities throughout the United 
States . . . and throughout the 
world. The true-beauty of the 
REX RECORDER is that it rarely 
needs any servicing. 


That's correct. Simply 

slide the Magic Eraser over 

the disc and you are ready to dictate 
with a completely new surface. It's 
as easy as using a pencil eraser. 


How does the tone value of the REX stand-up 
a Swan 10,000 recordings? 


As clear as the first recording. Be- 
cause the REX does not use a cutting 
Jewel the discs never decrease in tone 
and quality. On other machines the 
Recording Head is expensive to re- 
place. This is another hard cash sav- 
ings with the REX RECORDER. 


9) 


(No 
Needle) 


MAGNETIC DICTATING 
See for yourself why REX RECORDER sales tripled in 
one year. Use this compact machine everywhere — 
it is small enough to take on business trips. 
For complete information on how REX RECORDER CAN 
SAVE YOU MONEY drop us a card — without any obliga- 
tion on your part — 


AMERICAN DICTATING MACHINE CO. my T, 65 MADISON AVENUE 


Est. 1923 Y. 16, N. Y., MUrray Hill 4-3554 
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storage 100r pro 
The shelf is 
Steeleraft gray 
that will 

alumi 

lders. Made of 


eleetrieally 


TYPING DESK STABILIZER 


Ipy Div., Underwood Corp., 1 Park 


New = announces 


ust ne ae ‘ abiwuize lesigned 
On ¢t a improve type 


y oT wobbly 


vritten ork by changing 
springboard into a firm platform. Of 
sturdy all metal construction, the 

nstalled by means of 


self locking mechanisn 


extends fron 
ale scoped to 


Underwood 


“nrance 
atures 


top 
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A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
swe ° / 

814,” wide and 1414” long. 

In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1955 simplified 24-page 
priced catalog, “At Your Service.” 


We also manufacture forms 
on N.C.R. paper. 


MODERN 
BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 











Now! BRAND NEW 


FILING SYSTEM 


* NAMES ON TOP ALWAYS VISIBLE 

* POCKETS INTERLOCK, ACCORDION-LIKE 

* BIG, TRANSPARENT LABEL HOLDERS 

© A PRECISION FILING SYSTEM THAT 
FITS EVERY WEED 


Sample Pocket and 
Illustrated Circular 


Write on Company Letterhead t 


FOTOTYPE: 


saving lay 


suts to sul ndividus needs, Illustrated 
1416 Roscoe St. Chicago 13 s the ode] 20 vith double pedestal 


ind top materials « 





i request. Catalog of the 


THE ALL NEW mnplete ne is Tree from above address 


sly, MG Eee ere Retirees 
100% GR-S RUBBER Nop : | ng : : — so gies gu uetion 
SEND FOR OUR PRICE LIST . Seton “- 
Serving The Trade Since 1925 nes 1 
TYPEWRITER EQUIPMENT CO., INC. 


409 LaFayette St. N.Y. C. 3, N.Y. 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


Ihe first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with 
out requiring the operator to position 
the multiplier; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides without requiring the operator 
to count digits, for positioning; locating 
the decimal point is simple. Double and 
triple zero keys, and new discount key, 
add extra speed. Proven in 7 years of 
use, the Olivetti has a lower cost main 
tenance contract than any comparable 
machine. 20,000 are in use in the U.S.A 
sold and serviced by branch offices and 

150 dealers. located in all 46 states 
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Olivetti Corporation of Ame 
Dept. EN, 580 Fifth Ave 
New York 36, N.¥ 
(sentlemer 

imout 
nakes 
imtomatyr 


formation 











HOW XEROGRAPHY SPEEDS PAPERWORK 


cuts duplicating costs 333% 
for Gerber Products Co. 


Babies are big business at Gerber Products Co.. 
Fremont, Michigan. Of the nearly 4,000,000 babies 
born last year in the { nited States, it 1s estimated 


that about 40° of them will be fed Gerber’s 





Baby ] oods 


9 It take s mountains of paperwork to ke ( p Gerber’s 
America’s 


: vast scope of operations functioning smoothly \ 

Best Known Baby | 
wide variety of forms including job cards, order 
receipts, expense account forms, machine drawings, 


production reports, traffic invoices, letters, bulletins, 
etc., are required. 

The task of duplicating these forms in quantity, 
has been simplified and speeded since Gerber in- 
stalled XeroX® copying equipment to prepare paper 
masters in 3 minutes by xerography. These masters 
are used to run off multiple copies on an offset du- 
plicator. Copies can be made from one or both sides 


of original material, by xerography, in enlarged, 





reduced or same size, 


Onivcinal is copied onto It iS NOW possible with xerography to make up 


2 oO ce ’ cte 
paper master by xerography. to © copies, In luding an offset paper master or trans- 


lucent intermediate, from one xerographic image 


WRITE for proof of performance folders showing how Gerber and companies of all kinds, large 
and small, are cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-17X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 


Ls 
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‘ 
! transparene wher ‘ for 
sinee per fing Spee ~ it 
etermil ! tt larit and hich 
ess of the ister ! Bientfar Pat 
re ‘ ple ! i iper 
ynts in | rT ( res pole 
I te tur fro hove ad S 


RUG SHAMPOO MACHINE 





Kent Co... SoZ Canal St., Rome, N ) 
akes an 11” offset-motor rug sl | 
achine which features one-man opera 
tion, less furniture moving and loser 
edging for as rapid work s the con 
entional 15” machine with the advan ts 135 rpm speed allows the operator 
tage ot lower initial eost \ 2-948 to get closer to mouldings Ww th no splash 
lution tank is fastened to the ¢: ist Ihe ghter machine does not rush the 
able-height handle, An inside seree! rug pile as muel Ollset otor design 
keeps lint from the valve which gives a makes unit easier t naneuve! Phe 
positive shut-off when tank is not in use y-hp motor fully enclose Only two 
Basie machine unit weighs only 49 Ibs years are us and sealed it prease 
! one n can carry it up stairs or bat I be iSsurin 1p tive brica 
ny distances Simailer Drush sz ind tio! t ny rt Detachal 


DENOMINATOR Saves 50°% 
Clerical Analysis Time on 


Production Inspection Reject Reports 





Becton, Dickinson & Co., manufacturers of high qual- 
ity surgical instruments, take exceptional care in the 
production of their products. For example, inspection 
tickets—attached to all batches of glass syringe parts 
—list 20 possible reasons for rejection. Record of 
actual rejects is made as these tickets move with Photo taken in Cost Dept., Becton 
the work Dickinson & Co., Rutherford, N. J 


Weekly analysis of over 3000 reject tickets formerly required two operators—now only one 


4, “ operator is required, using a 20 unit Denominator! 

f 

wy? What's your sort-and-count problem? For free illustrated brochure write 
Dept. O-53. 





The DENOMINATOR COMPANY, Inc. 


a 261 BROADWAY, NEW YORK 7,N. Y. 
pr Manufacturers of Tabulating Machines for 40 years 
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SAVE MONEY | Eachine sont 
TIME and LABOR 
with 

Se eee Te ads =| ADDRESSER-WRITER 

SPOT CARBONIZING (Racecar neem 
OF YOUR OFFICE & BUSINESS hine which writes or addresses fi 
met it on a ost ni nd of p 

arses da aaa tees a 

I} | ! an be ! 

n any area or position on a form with 

argina tations Dashaplates 





SPOT CARB is applied directly 
to back of each sheet in any size 


or shape. Clean, non-smudge 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 












samples and booklet POT re highly corrosion resistant and may 

“How to save with SPOT o> be used in the files without a holder. 
CARB.” rY-1:} ay be attached to bins stored 

‘ r even outside Plates ean be 

i I per 

the plates to write through ribbons 

56 LAFAYETTE STREET, NEW YORK 13, N. Y. ar to those of ae metal plate 

sing ehines ( plates may 

ii be embosss witl nformation of a 

Send samples of SPOT CARB forms and ne. which ¥ cece the 

free booklet “How to save with SPOT  jjates to write through forms without 

CARB" the use of an inked ribbon. rhe plates 

may be fasten to eard files, bins or 

FIRM . , to other me h as desks and equip 

ADDRESS ... os pecvoseveovee ent, by eans of an adhesive back, 

SIGNED . , ee ; iD stapling through the plate onto wood 
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h the day ...with fT Ney 
fresh and gay imer AY . 


| 


m 
p WT ¢ GG 
That's what saving tons® of ener y Tests show the amount of additional energy 
every working day will do for your operators required to operate 4 other well-known comparable 
when they use the wonderfully new and idding machines during an average 


effortless ADDO-X thanks to Feather-mati« 8 hour working da 


y compared with ADDO-X 
Touch. All this, plus ADDO-X’s exclusive 


Step-O-Matic Lever that offers calculator “ olf Bags se 9 Syed 
| sa ‘ Re, « Thscraieat  tengeanaie Machine “B” required 4.0 more tor 
whenever multiplying Machine “D” required 7.7 more t 

Write for new literature today! Dept. O *Finger load pound rted tot 


Ae ag MACHINE COMPANY, INC 


TH STREET MEW TOOR 18 mY. Cletle 5 6940 
WEST COAST BRANCH WESTIOM A000 MACHINE CORP | Biveecy bive 


OS AMGELES Califoemia tf Oomeiee $224 
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a key file alone, for instance . . . 


wouldn't give you effective key control 
But a really ‘‘complete’’ TelKee System 
would, because only TelKee assures 
absolute control over all keys all of the 
time. It's convenient, profitable, easy to 
set up and operate. For full details, send 
FREE catalog No. O-18 today 


for our 





The MOORE KEY CONTROL Systems 


? O MOORE, INC 300 FOURTH AVENUE, NEW YORK 10,.N ¥ 


Mammoth Ink Conversion Roller 


NOW you can get 








es ¢ Lithographic Press 
ene RESULTS! 
ef from your 

“se 


Model 1250 
Mulfilith 


Mammoth Rollers are machined to exacting tolerances 


with entire ink surface precision ground with copper 
ink surface. Ink adheres better and there is no chemical 
reaction caused by fountain solution as on other metal 
finish surfaces. With a Mammoth Roller, your Multilith 
can out-perform many presses three times its size 
Simple to install in a few minutes 

Supreme Model $49.95 (Copper Inking Surface) 
Check with order saves shipping charge of $1.95 


EQUIPMENT DISTRIBUTOR AGENTS WANTED. 
PEMBERTON PRINTING CO. 


835 W. Olympic Bivd., Dept. O, 
Los Angeles 15, Calif. 
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bon changing Complete information on 
Pivon ribbons enn he ha free fron 
above address 





en or cardboard surfaces, or by using 


and other methods of at 


norma Scr < 
taching to metal and wood Complete 
information fror abo address. 


LIST FINDER 


Bates Mfg. Co., Orange, N.J., makes 
the Crusader automatic telephone List 
Finder which opens to the desired letter 
at the touch of a finger because of. its 
single-action lever control. entirely 
made of metal, it will hold 1600 names. 





take an 


kach line can entire name and 


telephone number and there is even room 








for an address. There is an easy-to-read 
vertical index and it has ring binder 
action. Made in brown with gold trim, 
gravy with silver trim, beige with bur 


and black with gold trim; 


the Crusader reta at $3.25. 


HEAVY DUTY RIBBONS 


Buckeye Ribbon & Carbon Co., 7209 


St. Clair Ave., Cleveland Ohio, makes 
Plyon heavy duty ribbons for forms 
writing machines like billers, and Tele 
types, Tests are said to prove that 
Plyon reduces ribbon costs on heavy duty 
applications by as much as 75%. This 
ribbon produces clear copies without 
perforating the original and reduces rib 
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1. Payroll Summary 
2. Individual Earnings Record 


3. Payroll Receipt 


National’s Multiple Posting Binder for Payroll... 
Also Saves Time on Accounts Receivable and Payable 


This new ‘3 in 1” binder assures ‘3 in 1”’ speed in FEATURES: 
payroll record-keeping. Each binder handles up to | @ 3 records in 1 writing. 
35 employees and one entry takes care of Payroll | © Not necessary to arrange forms 
Summary, Individual Earnings Record and Pay- asda on pegs as in 
roll Receipt. It’s a real clerical time and money | @ mechenism holds stock col- 
saver minimizes copying errors, also. Yes, and umnar pads for other vase re 
° . ' 
the binder may be used for receivables and pay- ia, anata 
ables. Your own checks are good no special av cuavats payable... . 
checks are required. The cost of the binder com- “ iain. 2 af ——- 
. ; , . eee a + 
plete with forms is low. Write for Folder MP-1 for te operate. ” , 
full details. @ No special checks required. 





NATIONAL BLANK 
BOOK COMPANY 


Dealers HOLYOKE +> MASSACHUSETTS 
Everywhere , , 


edie: 
é . 
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Yes sir! 


KLLL-PiTLE 


INK PENCIL 
does all 

















T e cuts 
office 
costs 





2. increases 
office 
efficiency 


3. benefits 
employee 
and 
management 
alike 





The Z40-R2iTE_ \nk Pencil is 6%, inches long. It has a 
king-size ink supply that outlasts 10 lead pencils. 
HERE'S A FACT: Tests have proven that it costs $1.46 


in office time to sharpen 1 five-cent 
lead pencil. 


This -ZA0-72/TE. Ink Pencil never needs sharpening. 

Thus, one —Z22-2227E_ Ink Pencil can save $14.60 in 
sharpening time alone. 

WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 


illus. 
actual 
size 


All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save monsy ~ seve tempers. 00 
ORDER Tovhy *3° 


from your supplier per single dozen 


We'll send you a free Ink Pencil if you 
send us the name of your stationer. 


ALbb-F2iTE Pen, Inc. e 241 Hudson Street e Hackensack, N. J. 
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SHARPENER, TAPE DISPENSER 


kre l Bau rartenu Dept \4, Atlanta 





t (7H announces the Combi, bn eon 
bination pencil sharpener and pressure 
sensitive tape dispenser, It sharpens 
pene s with twist of the wrist and 
tukes an small roll oft tape up to 
¥" in width. Complete information 
tre above address, 
J. J. Kennedy Corp., 20 Henry 8St., 
Byram, Conn., makes the Marken trans r 


arent typewriter paper bail which can METAL-LUX 
be installed in place of the solid metal 


aper-lock bar on’ most standard makes deluxe clerical posture chair 





There is “executive distinction” in every lin 
this chair, from its foam rubber back-rest and Latex 
Breathing ¢ fo-¢ I eat t t rea ed 
swivel base. It has no equal for posture 
q good looks excel anything ever created 
7 Here is a chair whict he ng where 
very Dest fesired. It's the chair th 
good W rite ‘ 
this perfection in posture can be the 
profitabie chair y ve ever oflere 
f typewriters and gives typists crystal 
eur isibility for straight typing, tab els 
itions OF writing, additions, ete. sd there is nothing finer in mete 
The Marken bail has been improved by 
7 “S MILWAUKEE METAL FURNITURE COMPANY 
ible-reinforcing and the number scales 101 N. Campbell Ave., Chicege 172, lilinois 
electro-chemically engraved All old 
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They're 
That's 
a seri 


Your uninsulated steel files, we mean 
incinerators when a fire comes 
reason 43 out of 100 firms having 
ous fire reopen. Moral: Give your 
4-hours-a point-of-use fire 
in Hercules Multi-Lox insulated 
arrying Underwriters Laboratories 
labels. At your Meilink dealer or write 
Steel Safe Company, Toledo 6, Ohio 


one 


never 


TEL papers 


Meilink 


with Matin ti for keeps 


st complete line of safes and insulated products 


Meilink Steel Safe Co 


1672 Oakwood Ave Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files 

Vame 

f ompany 


Mreet Jone 


(ity State 


Luma mam one anmeeaaoaes a 


148 


oe ee oe Petey. F FD 


els produnes bys the yrmer 


facturers are “d and replaced 


free of charge with the mproved and 


guarantee all Catalog and 


price list of available ba Is can be ob 


tained from above add 


BALLPOINT PENCIL 
Mount Vernon, 
Duro Lend 


Peneil Corp., 
N akers of ‘Templar 


Pen s, introduces a bis Iper that is cor 
structed similar to a pencil for ensietr 
handling and greater economy Called 
the Quillette, it features a full lengt! 
ink cartridge inside a wood shaft. Ink 
s dry-writing, can’t drip, blot or smudge, 


making it ideal for both personal and 





use No 
ink is supplied for months 
Quillettes are only 
Office-Pak 
blue, red 
finished in 
red, blue, 
Quillettes are 
dozen 


necessary be 


office refills are 
enough 
of smooth 
19¢ each or $2.28 in the 


Ink 


or green and the 


eause 
writing 
handy 


of one dozen. colors are 


pencils are 


attractive enamel colors of 


green, yellow and gold 


also available display carded, one 


to a eard, and individually carded, as 

well as imprinted at nominal cost. Fur 

ther information from above address. 
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Don’t touch that DIAL! 


Do 95% of all your office copying 
with just one Copease setting! 


Copease* 


Dupler 


PHOTOCOPIER 








7 a 


Copease copies everything..Prove it with a FREE 3-DAY TRIAL 








Copease copies everything, not just the easy ones. So easy to use that one setting 
of the exposure dial covers nearly all of your office copying. You get letter-perfect 
copies in seconds under any kind of light. Handy Lite-Visort feature guards 
against extreme sunlight and low-hanyging fluorescents. 


Prove it to yourself. See how Copease turns out clear, white, dry, non-curling 
copies in seconds — without any dial adjustment! Our man installs Copease, in- 
structs your personnel and then picks it up at the end of your office trial. No 
obligation. Send today. +Patent appl. for Trademark 


Offices: New York, 270 Park Ave., PLaza 3-6692 
Los Angeles, 3563 Wilshire Blvd., DUnkirk 5-2881 
Distributors in Principal Cities Chicago, 201 N. Wells St., ANdover 3-6949 
— a ee ee ee eee 


Gentlemen: I'd like to have a free 3-day trial of Copease« 


COPEASE with new Lie-Visr n my of 
CORPORATION Please send free literature (aaa ona 


270 PARK AVENUE Name Title 
NEW YORK 17, NEW YORK Firm Name Address 
_ City State 
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Tired yet proud... 





My number is L-1514C.* I was one of the first members of a new family to go out into 


the business world. In shape and size I was a twin to millions of my predecessors but there 


the similarity ended. I was given a new finish called leather-like. 


MUCH was expected of me. Not only did I have to present a better appearance than 





my predex essors but of more importan< e I had to wear muc h longe r repe l ink perspiration, 
moisture, grease, oil, dirt and finger marks. In warm and humid climates | was forbidden 


to run off on clothing 


" During the years of 1952, 1953 and the early part of 1954, | was in constant use during 
office hours. | was in and out of the files, on desks, under the arm, and occasionally in transit 
1 was handled by secretaries, salesmen and the boss. | contained correspondence, specifica- 
tions, contracts (worth millions of dollars), instructional manuals and on one occasion ona 
rainy night in 1953 a secretary used me as a carrying case for some personal purchases. 
I worked hard at a cost of less than 15« per year 


I have recently been called back to Smead’s laboratory to have my record of accomplish 


ment checked. | was told that | passed with all my color 


lam TIRED yet PROUD 
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NEW YORK 17, NEW YORK 


BOX 0.5 sii 


TYPE CLEANER 


Michael Frumkin, $7-1] soth Ave., 
J 5 H ohts, N. Y., offers the Typex 
tvpe cleaning device which uses a roller 


adhesive sub 


stance to pick 


Typex is g 





lea clean typing when 

ver tv pe Rollers are re 

ble nd hear remain clean be 

‘ ! the Type handle touched 

hen cle: ng | Descriptive litera 

fror il address, 

SCHOOL FURNITURE 

Brunswick-Balke-Collender Co., 623 8 

W: I Chicag , iil offers a 44 page 

cutalog hich sl vs the complete Bruns 

| f funct il school furniture 

istrated vetua s rh catalog 

feat S additions to the Bruns 

K line: a sé s of ten versatile r 


WEW, IMPROVED 


FULLY 
GUARANTEED! 


a¢ 
Fo ree Om rehire 
DESK MODEL FOLDING MACHINE 


oy PRINT 0 MATIC 0. ‘INC. 
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Firm Name 


Address 


State 


GIVES You 


ALL-AROUND STAPLING 


PERFORMANCE 
dW THE OFFICE 





Iwame 


[etry 
— oe eee eee eee eee eee eee ae eae 





No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


- _ ee 









; = Model 
a) No. 105 
SAD Standard 
VA is 4-WAY MACHINE 


Stapler, Tacker, Plier, 


7 
Temporary-Permanent Stitch. (” 





Model No. P-98 
PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 
at files and other hard-to-reach places. 


FILL IN AND MAIL COUPON 


(memes em mi ee 
Arrow Fastener Company, Inc., Dept. O 
One Junius Street, Brooklyn 12, N. Y. 


Please send literature on your office staplers 


COMPANY 
ADDRESS 


ZONE STATE 


| 
| 
= 


151 








NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW ” Bomba 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small 














YOUR PAPERS 
GO IN HERE 


FREE: Colorful, illus — 
trated, descriptive 
folder, includes 10 DAY 
FREE TRIAL details 
Write ““SHREDMASTER 
BANTAM 10° on your 
etterhead or postcard 
and mail today to 


Jie SHREDMASTER 
€ onporalenn 


UNREADABLE 
SHREDS COME 
OUT HERE 


& Division of Self Winding Clock Company, inc 


Willoughby Avenue 
Brooklyn 5, N. Y. 





nail i Stacking eS ¢ 

ind ¥y na j seats | n envelope 
nside the bach er re elear, de 
ails specifications for each unit in the 
catalog, plus postpaid inquiry ecards 


I 


ADDRESSING MACHINE 
Nettle Mfg. Co., 27 Huntington A 
Boston lf Mass nnounces that the 


is equippé 


vith itomatic ribbon wind and reverse, 


od ‘ 








ind Dn rtabie steel torag 
binet in ] i sm ple portable 
lr ng machine te keor 
i ite il be ise housands 
‘ } ny New plate 
i ( ( ‘ } if inv time i 
\ R 48-1} ler ser 
| ' ’ + ) No. " 
‘ ) f ne big his 
‘ nate bottlenecks, save space and 
ut wn investment For fi nforn 
tion and 10-day free trial offer, writs 
{ (‘ir lar | 


Magnet Litt Supply Corp., 2¢ Mott 
St New Yor |  o. ike Scata-l 
Step R Blanket Wash whict 

| ly i ture fr rollers ! 
blanket en I} oisture 
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| NOW..you can © ro 


PLASTIC : ; 
Bind 
aud a 
LOOSE-LEAF 
BIND = on 


catalogs — reports 00 Same machine punches sheets for 
manuals — presentations oo both GBC Plastic and entirely 





















all types of literature new Metal Loose Leaf Bindings. 





RIGHT IN YOUR OWN OFFICE 





and save money, too! 

YOU SHOULD HAVE THESE | *** nner asllaggoni 
IMPORTANT FACTS! Improve all your literature...guarantee 
maximum attention and action for every 
Handsomely illustrated in four | message...add prestige, utility, color. 

colors this just-off-the-press bro- >. i ’ 4 f 

dunt ds tne he ane endiiale Pages lie flat, turn easily, can be inter- 
ring GBC Metal Loose-Leaf and changed between GBC Metal Loose Leaf 
Cerlox Plastic Bindings ore com- | and Plastic Bindings. Efficient GBC ma- 
bined into one superb universal | chines cost no more than a standard type- 
binding system . “s 
writer. Anyone can operate. 










now you can bind all types 
of \iterature 
ow wopen® 













= owe 
eo 


> 
/ * 
si e 
- 
vo 
oer 





General Binding Corporation 
Dept. OM-5 812 West Belmont Avenue, Chicago 14, 
Please rush me my FREE copy of the new brochure 
‘Now you can bind all types of literature...“ I un- 
4 derstand there is no obligation. 

Si Name alae a — — 
Organization 


Address 








Due Orrice— May, 1955 153 





YS eo 83S ‘FF ee veowereg ee Uv 















MANUFACTURERS OF DURALUMINUM 


STYLES mene rollers Thi mari effect aintains per 





MFG. CC., inc. rinses ol! nara, arie stubborn spots 
BOX 243 Go from dark ink to light tints in hal 


WINTHROP MAINE eee ee ee 












ness to tne rubbe prevent 0 vA ' 

. ts preservat ‘ nyre ents lengthen the 

TY PE X Meir ite or rollers and blankets” It in no 
e of rollers ar blankets . no 

type-cleaner ; 
explo ‘ ane nor OX1¢ armles ) 

GONE FOREVER are the messy _ I 

dirty, old fashioned brush and solvent ot ékir and hands , quart pensing 
that smears fingers, or gums which , A : ; 
must be kneaded before using A cans vA spouts, gallons, vals ind 
Now you can offer your customers the ys i . | sae is ee mS ania 


new Typex the modern type clean 

ing device with interchangeable ad /| 
hesive refills Keeps type sparkling h 
clean Works fast Write for free 
folder at once 


MICHAEL FRUMKIN | Precision Mfg. Co., 831 Chieago Ave 
87-11 35 Ave Jackson Heights : Pe 
N.Y | inston, Ill iK¢ J irt ‘ 
Chair tl | ’ te fy e al 
. res en pilasti vent hich provide 
Wh 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading Purchase Orders Voucher Checks 
Repli Memos Salesmen's Contact Reports 
ready for imprinting 


For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone Riverside 5816 


ROGERSNAPp 
RELES Ea 








Lansdale Products Corporation, 
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Swift is the practical adding machine for anybody 
everywhere. It weighs only 6% Ibs. — adds and multiplies 
up to 10,000,000, has visible dials, 

two-color ribbon and large, readable type. 





Swift is a pace-maker and peace-maker 

in office, store, home — anywhere. Speedy — 
saves hours of figuring. Incontestable — 
Saves errors, arguments — and money. 


Swift also has a smart zippered carrying 
case. Take it home, in cars, on trains or 
planes. Swift is a traveling office! 


Small retail stores, doctors, lawyers, traveling 
salesmen and housewives find the Swift Adding 
Machine an indispensable and economical aid to daily 
living. You will, too! 


At better Office Machine Dealers everywhere 
or write for information TODAY 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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FOR OVERLOADED 
SWITCHBOARDS IN 


OFFICES and PLANTS DUPLICATING PROCEDURES 


Co., 55-17X Hal , Roel 


EMERGENCY SERVICE 


WHEELER 


SOUND POWERED 


OP et a 


Ge te 
TELEPHONE S 


@ No Batteries 

®@ No Outside 
Power 

® No Maintenance 


Write for folder 


the WHEELER insutateo wire COMPANY, INC 


Division of The Sperry Corporation 
1106 East Aurora Street, Waterbury 20, Connecticut 
In Canada Sperry Gyroscope, Ottawa Ltd., Ottawa 
IWHSSD 


ee . FILE FOLDERS 
CTU LL Epi 
177 different styles | 
and colors for 


every filing need 
Letter, Legal and 


invoice sizes 


Single or double tops / FORMS CATALOG 
All top corners rounded . lef t 
Manila comes in 8 9 4 and !7 pt. Fibre in ‘ ai 
| pt. Kraft in 8 and pt. Pressboard in 2 grade 


Business S 


Colored folders. Packed 100 to a box 500 to a 
artes 


Get at Dealers or write for Circular 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 Duane Bivd., Kankakee, ti! 
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STENCIL SIGNATURES 


Dick Co., Dey { 
} Cayo e 


frequent 


opntair 


1. Without SELF-GUIDE, the 2. SELF-GUIDE is comprise 3. To 


average tabulating card tray of but four simple, easily SELF-GUIDE, tt 
looks like this nstalled parts cutter 


4. As the notcned tab cards 5. All of the tab cards snugly 6. Converted to SELF-GUIDE 
drop below the rails, the fit the tray, with the guides this tab card tray has 
r 


un-notched tab cards spring up evenly and easily visible preg teat 
pe See e Se SSS SSeS 222228282822 
Easily installed 


SELF-GUIDE 


speeds tab card reference! At-a 


WASSELL ORGANIZATION, INC. 
WESTPORT, CONNECTICUT 

NAME 

TITLE 

COMPANY 


glance selection saves time and filing 
costs, and increases efficiency! 
Send NOW for FREE details! ADDRESS 


CITY 
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UPHOLSTERY MATERIAL 
United States Rubber Co., 1230 Sixt! = me Cerouny Sane resistance 
4 N « ) \ y r = n . re at I 


GUMMED TAPE DISPENSER 


23 








Apton Mfg. Co 2 W. Houston St 
m4 New York 12, N. \ makes the Sea 
ri ()-Mat se " aut itic gummed 
vi i} pe I I iut nat ill 
id Sper i re ind cut 

yy ta} engtl stat tr 
l ( ne troke I"} eas 
=r 1; f ana VISUA measuring 
cale on the front f the machine re 
11 onds thie time equired to 
et the exact length required. Changes 
n construction have left this model witl 
about half the number of parts in ma 
n 10 colors, Quadrille in 12 eolors, and chines of this class Jamming of tape 1s 
Sequin in 12 ¢o These are 53” wide mMpossible The Senior model is con 
A striped pattern, Cordex, in seven two t enclosed except for small view 
tone 4 Dbinations “lt I thres 0 | ny Vvindow ! the reur sidewalls It 
; ‘ I} i } I h tukes u litt 


Wee Bonny Blessing! 


aa 
BALL POINr 
LE tbo Rote, Sranan, , 
<\ No. 38 MADE IN USA - 
The “GQ PEN-PENCIL 
BRAND- te 


No. 38 
peste) BALL 


Waldon RoSents Gnaonen POINT 


Cleanly Erases All Writing of Ball Point Pens and Pencils 





Get acquainted immediately with lead. Attractively green-colored 
this new, sensational, time-saving Handy elliptical shape. 
eraser! {sk your dealer for demonstra 
Made by the world’s foremost tion and prices NOW! 
eraser experts, of  specially-tex 

WELDON ROBERTS RUBBER CO 
tured rubber for clean erasures 


165 Sixth Avenue, Newark 7, N. J 


of all ball-point ink and ball point World's Foremost Eraser Spx 


cialists 
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_ the first 
truly automatic | 


a 


electric 


duplicator 













CONQUEROR 
SPIRIT OF 76 


% 


MODEL 76 SPIRIT 
DUPLICATOR 








NOW DELIVERING 


THE FINEST IN AUTOMATIC 
ELECTRIC DUPLICATING... 
THE MOST SIMPLE DUPLICATOR OPERATION KNOWN-—Al! you 


lo is push the button—and the Ce nqueror Spirit of ‘76 starts print- 





ing 


Copies come out at a steady rate of 110 per minute, automati 


cally. Last sheet through turns off feed and motor 


THE MOST UNIFORM COPIES OBTAINABLE—\Model 76 operates at 
steady, best IMpression spec d copies come out cleaner, sharpe r 


than possible with manually oper ated duplicators 


THE LONGEST RUNS IN THE FIELD—Because the operator is freed 
from manual effort it is now possible to operate calibr ated pressure 
and fluid controls while copies run. Starting at the lowest pressure 
and light fluid settings, and watching copies during run, you can 
gradually increase pressure and fluid as necessary thus achieving 


maximum ¢ opy runs 


COMPLETE ELIMINATION OF EFFORT—Now, with the Conqueror 


Electric Spirit of ‘76 you get complete free dom from manual effort! 


All you do is prepare the master, attach to cylinder push the but 
ton and away you go! While copies run you can go on to other 
tasks and the last sheet through shuts off both feed and motor 


automatu ally! 






CORPORATION 


1821 S$. KOSTNER AVE 
CHICAGO 23, ILLINOIS 

















7“ EG, 


She A | 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





Wraps are exposed to air 
and light Employees do not face the weather 
n damp wraps that have been crumpled in 
dark lockers do not eat soggy lunches 
soaked by wet hats or gloves. Each person has 
his own spaced coat hanger, ventilated hat 
shelf and 12" x 12" x 15" deep lock box for 


lunches, tools and personal effects. 


Lockerettes save space too . the No. 6-12 
{2 column) accommodates !2 people in 6 
feet; the No. 9-18 (illustrated) accommodates 
18 in 9 feet 


More salable because they keep wraps 


in press. 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


ne 

t ) 
1 i VOGEL PETERSON CO. 
q 121 West 37th St. + Chicago 9, Ill 
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pace ar n be moved readily. Of 
erat ! ! ther | he rm pI seh 
i sting stening ce wit! two 
J IU ‘ t % pure bristle brushes 





Bridgeport, Cont 


STATIONERY DISPLAY 
In Paper Co., Millers Fa 





Millers Fates EZERAS ee 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 


~ 








VS 


21 WEST STREET, NEW YORK 6, N. Y. 


Vy 





“a 








oS 








Nie 











TELEPHONE HANOVER 2-5425 
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— —E 7 —, 


Special 9/ 4 
of fer to 


( 
offices “oO 
with 


adolescents 
and 











playful ~~ 
Jr execs = 








It comes to our attention that firms 
afflicted with the above are not big 
buyers of Schlegel Pull Fasteners 

These office pests prefer rubber 
bands. Pull Fasteners are worthless 
for stinging secretaries and launching 
small missiles. Pull 
strictly business 


Fasteners are 
for holding let 
ters, legal papers, maps, plans, draw 
ings—anything important—together 
safely 

You simply slip the loop around 
the pack, draw one end of the tough 
tape ‘til the noose is snug. A washer 
holds the loop tight until you pull the 
other tape end to loosen. P.F.’s do 
not crimp or tear edges—won't rot, 
never seem to wear out. They cost al 
most nothing, come in 14 sizes. Mail 
your order today 





How Schlegel Pull Fasteners Work 


~ . . / 
‘ tf \ / 
y of Z 
\ No 4, \ 2 VA 
RF ad 
— Se 


ene 








Industrial Textiles Since 1885 
“Complete engineering service against weather” 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 

Easy to Climb. 

Mounted on Swivel Brake 
Casters which allow the lad 
der to be rolled freely when 
no one is on it. When you 













ber cushioned legs rest on 
the floor and prevent roiling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave 
Chicago 40, til 
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MONROE CALCULATORS 


Rebuilt and Rough 


For the very best in both rebuilt and rough Monroe Calculators, there 
are many advantages in dealing with Calculator Equipment Corpo- 
ration. It is the only outlet directly authorized by Monroe to distribute 
its equipment of this kind in foreign countries. 

Every rebuilt machine offered by Caleulator Equipment has been 
expertly reconditioned by highly trained mechanics with genuine 
factory-made parts, and is in excellent 
operating condition. If you prefer to 
have rough Monroes to finish yourself, 
you can depend on Calculator Equip- 
ment to furnish them complete and of 
finest quality. 





All rebuilt and rough Monroe Calcu- 
lators sold by Calculator Equipment 
Corporation are priced attractively so 
that you can make a fast turnover... 





with good profits. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey, U.S. A. 


Please send information about rebuilt and rough Monroe Calculators, also price list 
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A completely NEW SYSTEM 


of spirit process addressing! 





with the new 


MODEL 90 | : 


MW hattn Aldlitity 


Low COST MECHANICAL ADDRESSING Print 
nexpensive PAPER ADDRESS SLIPS which , S quickly. Whe 
prepare I your owl ff 
writer Type the addre once, the paper slip w 


print it envelope tatement et ip te 0 time 


ce on a standard type w A ps ere propered end imeried e some 


ver a period of year 


EASY Aner AND SORTING each prepared Ad 
dres Slip inserted in a MASTER HOL DER CARI 

4 nd ling These ards fit andara 
x ” card tray Natura eparation prevent 
dging, make ra 1 easy to read, Offers many 


f the adv intage ble fi 


EXCLUSIVE! ONE FILE INSTEAD OF TWO_-In ad 
di t to re-infore y the maste fo hand! and 

oa th folded HOL DER-CAR D ‘ an also os used 
Keeping ins é a ae red It yYpica applica 


' i ! i order! er’ Keep t entire ale 





ecord ' thie iddre ira at iutomot f dealer 


tiser record nauiries forwarded to deale a church 
record ontributior Addre printing medium and 
record are combined in the same piece in the same 


for added utility 


EASY List MAINTENANCE (5 change an addré ist type the addr in the oppo 


ipe f é ddre p Then re nsert it in the me HOLDER-CARD. 4 


file 


fl r the ttle " f rl 


AUTOMATIC CARD FEEDING | printing, addreas cards are stacked in the hopper 


i n ‘ ara e fed nt print & position ) fis with eu 


of the handle " erage printing speed, 500 te VOU per | it 

Kach addre can be read before printing skipped or held or repeat wddre 
After printing ird tach nm the Arnie rdaer for replacement m the file Palst 
wulde in be ! 


WRITE FOR COMPLETE MASTER ADDRESSER C0 6500—0 West Lake Street 
INFORMATION... * Minneapo 16 Minnesota 
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l 18” ar har plates 
lt Low initia t plus 
maintenance makes this init 
nsset to ofthese nterested in making their 
own plates Presensitized plates can be 
ade I bout half t > s 
STATIC ELIMINATOR 
Portland Co., 72 Fore St., Portland ¢ 
Me., makes the low-cost Chapman Stat 
| nator, especially lesigned tor Mi 
il Da a I off 1} itor 
Ihe rl ter 1 Dal i 1 } 
} { | er unit hich operates o7 
1] \ be ittacl | ( } lup 
cator I i Tew I Indu r bat 
S natant fie f a r fr 
} } pape ati ect t he ( int 
sitive r negative harge 1 ‘ il 
neutralize elt This per fast 
i Pei ul | I 
red pe is é ‘ 
1 The equiy ‘ i per 











ore FUNCTIONAL, VERSATILE 
and BEAUTIFUL... 


Made in all styles and sizes, for every purpose 


they never become obsolete Anyone can keeo 
up-to-date. Write for catalog and prices 
BULLETIN & DIRECTORY 


ACME 7g, ECARD CORP 


Van S., &. ¥. 3, &. Vi 


them 
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The 
Handiest 
Gadget 


precision 
pencil 
Sharpener 
and tape 
dispenser 
“COMBI” 


ee 


A new idea In a desk accessory 
for OFFICE or HOME 


Any small roll of tape will fit into the base 


(up to %4'' width) 
A most practica ombination for EVERY DESK 
perfect point with a twist { the w ; Ask y 


tationer or write to 


FRED BAUMGARTEN, Dept. x4 
ATLANTA 6, GEORGIA 


165 
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MAY SWEEP THE 
Le 


NATION—BUT! 
... there’ll always be a 


DEALER 


to SELL and SERVICE 
office machines! 


... and dealers will always 


DEPEND ON 
SHIPMAN - WARD 


- the house that progress built - 


for the latest and best in 
office machines « dealer 
service * supplies — to serve 
their customers better! 


EXCLUSIVE 
WORLD-WIDE DISTRIBUTORS OF 


B. F. GOODRICH 
PLATENS 


See you at the NOMDA 
CONVENTION in Denver 


Visit our NEW HOME 
in Chicago! 


SHIPMAN-WARD MFG. CO. 


320 West Ohio Street + Chicago 10, Illinois 











Branches and agencies in major U5. cities and Canada 








CHECK FILE 

Mayfair Co., 15s N. DesPlaines St., 
Chicago 6, Ill, makes the Mayfair Per 
sonal Bank Check File which is of steel 
and 744" x 7%’ My’ It has a follower 
block, lid attache with piano hinge 
complete set of 12 tabbed guides for 
each month, and a strong ecatch-lock and 
ke Finished I baked enamel 
hoice of gray, gree! br ! Designe 
for filing cane 1 cheek it | I 
n the off t isier f ibi 
late per ! n Re | 
it Foods 

OFFSET APPLICATIONS 

Colitho Div., Columbia Ribbon & Car 

bon Mfg., Co., 955 Herb Hill Road, Gler 


Cove, N.Y., has expanded its Colithe 
Appl cation ldea Folio to inelude 1S 
sheets Phe 


additional! application idea 


May, 1955 
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and here’s ws 








models with or without direct 
subtraction available 


revolutionary years-ahead styling 


Swedish steel assembly . 
Swiss precision counters 


fully automatic safety keyboard 
ciphers printed automatically 


signals for subtract, multiply, 
sub-total and total printed 


correction key clears entire keyboard 


lifetime handle construction 


scientifically designed moulded keys 


trouble-free performance . .. 


minimum maintenance 
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wasAnD im 


aasietise 





~ 96 ow 


NOW with Seif- ere 
Adjusting Peper Feed 5 
—Keeps tope aligned 

at oll times! 





EY eth 


iy ot it Sa 


Sensational! That's the only word to describe the all- 
new REGNA Adding Machine! Streamlined as the 
newest cars . . . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
REGNA is their ‘best adding machine buy''! 


REGNA ¢ CASH REGISTERS, INC. 
175 Fifth Avenue 
New York 10, N. Y. 


Please send more informotion on the new Regna Adding Mechine ond oviline 
] osvomoges of becoming o Regne Decler 


| 
| Gentlemen | 
l 
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COIN CHANGER Over: capa t\ +] ) Des oned tor 


lr s Engineering, Ine., 400 ‘ herever | ( s at a premiu 
| Angele Ss. Calif Mla T sti j th a gr: 

{1P Bars ( n Chang hisay ertor nisl hat blen th «ar 
“6 gt nl \ nter 1 Four by tne ect 1 tee ! 
! Away i t} rt urlace I} hanye offers 1} 

ransaction I} nor ! Ss! th er 1CCUrA operat 
! i } a TI r I ear ul ! 

‘ uarters, |} MP Junior I Bar 
rolled or S49 


(ne etons 9) bein: -. * PROMPT 
od Housetreping ) 3 ‘ ek eee DELIVERY 


ELL... ALL OTHERS 


a 2 . ‘a 
Pat Soe 


OUTSTRETCH .. . OUTLAST. . . OUT 
Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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WORK MUSIC 
Muzak Corp.. 9 Fourth ve ew ° 
att Hitle OF YOUR 
onal “music. from magnetic tape MAIL ROOM 


- , 
uSsIVE Muzak engineered fullv auto ~t ” 


es, 


THE “CHARNSTROM 
MAIL BAG HOLDER 
COMPLETELY PORTABLE 


Large full swivel hard rubber casters per- 
mit ease of hand ng even when loaded 


with 500 pounds of mail Move with 





ease wherever needed Sturdy tubular 
steel construction 
service operations to more than 400) 


American cities Music-bv-Muzak is dis EASY TO STORE 





seminated by leased line telephone net 
° 3 olds to “4 of floor space When not in 
works from 95 centrally located studios ae spacteaun Aegerweptes oe 
: Light weight even permits storage off the 
n the [ S. and Canada In addition, floor 
Spot Muzak, a new application of its 
functional music, enables subscribers be FS) Me fomt), | fey.\) 
von » range of line se if Oo celVve ' 
nd the range t jin ery et recelve Unique bag hooks hold bogs completely 
Muzak by nstaliing automatic play back open—yet release with fingertip pressure 
units in their own buildings Progran Eliminates all lifting of mail bags 
ing 18 des yned to meet to speeifie re 2 Bag $34.50 4 Bag $49.50 
quirements of office, industrial and other F.O.B. Minneape 
| ri} -—— = = ow oe oe ee oe ee oe oe oe oe 
ibse er 


» ship ‘ 
2 Bag 4B 


t cor plete ly 


WIPING CLOTH v return for fu 





Leshner Corp., Hamilton, Ohio, offers 
hees with offset duplicators a free sam- 
their 18 11” nor n Printers 
W ping ¢ vt I il be sed witt 
aptha ysolir kerosene nts and W. A. CHARNSTROM COMPANY 
ition 305 South Fifth St., Minneapolis 15, Minn 
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CONFIDENTIAL information? 
eo” 


“SECRET SPOT” 


CARBON PAPER 






in your business forms 


Our exclusive process of desensitized areas (‘Secret 
Spots’’), positively prevents carry-through of entries 
in desired positions. Far superior to block-outs, cut 
ovts, carbon spots and other previous methods! 

® Accurately controlied deletion 

® Anywhere on the carbon paper 

@ Any number, size, or shape 

® Varied on each part of the form 

Available in LITHOSTRIP continuous forms and 

LITHOSET one-time carbon sets 

Write today for FREE SAMPLES 


America 
NN 


$00 BITIWER ST ST. LOUIS 15, MO 


typewriter | 


“YOU CAN STOP LOOKING. 


We manufacture a 


‘ye assortment « 


machine e' 


non-flammable and e: 


PEARL ENGRAVING CORP. 
36-40 WEST 29TH STREET, N. Y. 1 
MURRAY HILL 6-1898 





ZIP-O-RITER 


Addresses Directly 
from Card 
Files 







Writes 
Headings On 
Work Sheets 
Accounting & 

Tabulating 
Forms 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 





Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
1382 SO. BROADWAY DENVER 10, COLO. 


aH* SCHWAB’S NEW 
SCHWAB ) 


FIRE AND BURGLAR 
NaW RESISTING WALL SAFE 








The Schwab Certified Label at- — 

tached to the door of each safe is your 

Customer's guarantee that this wall safe 

has been furnace tested for one hour fire 

protection, at 1700° temperature 

Dimensions: Wide High Length 
Outside 13% 10% 17% 
inside 9, 6 13 


Finish Smooth Gray—Shipping weight z 
THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
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PUNCHED CARD ACCESSORIES 


List 
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irent sO ¢ et amount ot 
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\ just phone 


manpower Sue 


for 


TEMPORARY 
fe HELP! 


Dial your problems away 










Manpower, inc. will solve 


all of your temporary and 





peak period problems 









“Tax Savings under 
the 1954 Revenue Act.” 






& CALCULATING bappicrrlaper 
* TYPING or if for 
% STENOGRAPHY i hours, a 
day, a week 
* ALL TYPES OF ' - 
OFFICE WORK lo —_—a fees 
*& TELEPHONE pron se Erte 
SECRETARIAL SERVICE be < f, ste 
% MAILING SERVICE eben 
% MARKET SURVEYS and bonded 
*% FACTORY WORK We handle all 
KcCCcping, f ayroll, 
taxe « Qur rates are 
amazingly low! 
Sew anpower, in 
offers you the 
! Write Dept.O-5-55Manpower, Inc ' sone tials 
' Milwaukee @, Wis., for free booklets - sepa tes ga 
1 [] “Get that job done.” Peano aot 
i 








Over 40 Branches 


Tie. 
Coast to Coast 


manpower 


Nation's Largest Complete 
Business Service 


2 fe 
imc. 
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the Office 








NS ae 


PEEDAFILE! \ 


Speedafile makes possible faster, simpler, more economical filing 
of 3 x 5,4x6 and 5x8 cards. Look at these advantages: 


Thousands of cards immediately 
available on one level. 


Cards within easy reach for quick 
reference, speedy handling. 


No mechanism or gadget to get 
out of order. 


No stooping, stretching or waste 
effort. 


Flexible for large or small volume; 
for centralized or decentralized 
filing. 


Fastest reference is Speedafile 
reference—direct from operator 
to card. 


For full details, write for our catalog completely TA ) 4 


describing Speedafile as well as other new equip- 
ment for the office. PRODUCTS CO. 


Post Street 


Francisco 4 
PUNCHED CARD USERS: 


Our complete line of tabulating accessory equip- 
ment is described in catalog No. 5. Write for 
your copy today. 
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TYPEWRITERS 
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INTER-CONTINENTAL TRADING CORP. 


9OQ WEST STREET o 


THe Orvics 


ee on a -ee, 


Y. 
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copy today. 





Manpower, Inc., in Houston 


Houston has been added to the ray 
dly growing list of Manpower, In 


branches, it was announced by the firm 


executive Vice president, John H 
Frank, Houston manager is Allen H 
Miller Jr This is the 43rd t n t 
rganization’s coast-to ist erations 
Home offic s in Milwa ‘ Mat 
| or, Ir supp f es il I u 
trial | int t} “ i =T es t 
porary hely calculating telephone 
ecretaria mventior nelly na ‘ 


Irvin * 


ed to administrator of systems and pro 


Herrmann has be 


cedures at Servel, Ine., according t 
John H Wall, vice president and gen 
eral manager of the pany’ home 


appliance Herrmann 


joined Servel in 1955 as office anage!l 
nd Tor the past t f irs } i t el 
inagyer ot nterna proc res Ir a 

new positior - he will analwze and 

rnize clerical procedures n al depart 

nents, administer Improve ents fer 

minimizing paperwork, eliminate WI 


necessary records and 


reports, and pro 
vide closer controls for 
Mr. Herrmann is the author of ‘‘A 
Manual of Office Reproduction and In 
printing Methods,’’ published by 
OFFICE in 1951, 


OMAC Scholarships 


Office Management Assn. of Chicago 
announced its two se! annual scholar 
shiy winners: Ravmond P. <A 
night school college student, emplove: 
by Standard Oil Co. Indiana and 
Emily Wanda Kujawa, January 195 


High 
Polk $ros, 


Scholarships amount té 


yraduate of Tuley school, now 
working at 
S100 to be 
tuition towards Aa eourse il 


Prof. Harry 


University 


plied as 
fice management under 


Wylie at 


~ hool 
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nanavement 
anagement. 


THE 


Appliance Co. 


Atom Bomb Records Test 


\ ! ( t ‘ etl I i i 
letonatior n re ! I ! yrds stor 
v eq I ent it Ut! Ni i i Test Site 
being organize and directed by Na 
tior Records Management Couneil, it 


Ss announced in Washington by the 


Defense \dministratior 





National Conference 
& Exhibit Calendar 


National Assn. of Credit Men, 
Hiltor Hot , enyo, May s.]2 

Institute of Internal Auditors, Sherato: 
Plaza Hote Boston, May 15-17 

New York Stationery Show, New Yorker 
Hotel, New York, May 15-20 

National Office Management Assn., Koya! 
York Hote Toronto, May 

Insurance Accounting & Statistical Assn., 
Palmer House, Chieago, May 23-25. 


OF 
ow aU. 


Canadian Office, Machine Dealers Assn., 
Windsor Hotel, Montreal, May 26-28 
National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New Y ork 

June 19 

National Office Machine Dealers Assn., 
Denver, June 26-29 

National Secretaries Assn., Ken 
Chattanooga, July 21-24 

National Stationery & Office 
ASssn., Hilton 
(et ] 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. ¥-1 

Systems & Procedures Assn. of America, 

Hote Detroit, Oct 


House, 


2quipment 
Hotel, Chicago, 


{ ) scl 
onrad Pe 


Sheraton-Cad 
10-12. 
National Institute of Governmental Pur 
chasing, Shoreham Hote Washingtor 
Db, €,, Oet. 16-19 
National Business Show, #vth & 7Ist 
Regiment ; 
24-25 
Insurance Accountants Assn., Shorehan 
Hotel, Washington, D. ¢ 
National Business Forms 
Edgewater Golf Hote 
Park, Miss., Oct. 28-Nov. 
Controllers Institute of America, Statler 
Hotel, Los Nov. 6-9 


\rmories Yew York et 


, Uct. 20-25 


Associates, 


Kdgewater 


Angeles, 





2 Pencil Carbone 


-_ <> 
eo && 


\ Wh 


, 20-20 Vision 


KLEEN KLEEN gives you payroll forms, in 
ventory records, 
without 
causing you eye 
strain Gives 
cleaner, sharper 
copies. Treated 
back wears long 
er, 1S Casier to 
handle Here 
you have quality 
at an economi 
cal price. Avail 
able in blue and 
green inks. 


etc. etc 


No Curt Won’ Stick pencil carbon will 
not tack or stick 


sample file 


Forms Control 


Vide pace Lor order 
| 


required forms. Requisitions 


are recelyvec ind filled DY the supply de 


partment. At the end of each week, re 
f » the stock reeord 
checked against 

The stocl 

iIntormatiol 
ates ny the 


bv the dis 


sugvestion or comment 


“ form 1s received, even 


; 


0 uch as to yustitv the 
sideration of a ftorm re 
prepared and 


folder in the 


memorandum 
filed i that form’s 
When the balance on hand 
reorder level, the folder is 


borm hum 


aehes the 
lrom the file, and the 


and tithe, the date and balance on 








to the copies 
Produces very 
sharp, _ brilliant 
copies. Will not 
curl. Available 
in 4 weights. 


wont stick | 


Call your dealer 
or write to us So 


for fr test pes! 
or ec es 
ULL HH 


sheets 














Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


“Visi-Guide” ends pile-ups, press 

»s' Saves blanket tock! Fits presses 

ON DiaGONAL Frrvenrs. In- 

in 2 minute no drilling. Try 10 
FREI Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastioke Ave. Seattle 2, Wash. 
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hand and consumption rate are entered whether it is still doing the job expected 
n the torm log. Those concerned with ot it. Some torms, ot course, stead ot 
the torm are notified so that the possi being bemg reordered on the basis ot a 
bility of elimination or revision of the minimum supply level, are ordered 
form may be considered Any memo time to be available by a certain date 
randa in the tolder are discussed with Kor example, we maintain production 
those trom whom the comments origi record cards on a calendar year basis, 
nated and they earryv the Monday dates tor the 
No torm is reordered without first de particular year. They are ordered eacl 
termining whether it is still needed and September \t ie time a torm is re 


NOT JUST ANOTHER FAN! THERMO-COOL 
Portable Conditioner is for Year ‘Round Use 

This evaporative cooler requires no installation or plumb- 

ing. Just fill reservoir with water and plug in anywhere. 


IN SUMMER: Thern ol lowers temperature, clears a 
and pollen, Rooms are a7 and cleaner 


IN SPRING AND FALL 


eliminates mustiness 


IN WINTER Thermo-Cool raise sumidity fo sreater comfort and keeps 


SPITZKA MFG, CO., 235 Colfax St., N. Sacramento, Calif. 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 


ceosesoes ALWAYS AT SEE LEVEL --+e- 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. it permits full-length 
inspection and quick access to any one of up to 400 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball bearings. Each clip is on its own rod and 
can be removed without disturbing the others. it's new 
and different. 





DEALER INQUIRIES INVITED 
METAL SPECIALTIES, Incorporated 
2302 Bloyd Avenue, indianapolis 18, indicaa COOOCOCCSD: i 





US eon 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“//e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL 
Iwwj034 


FEDERAL 
1vu3034 
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SAVE TIME - MONEY 
Use Atlas 


Complete Vertical Filing Systems 


for 
© NEGATIVES 
© OFFSET PLATES 
© STENCILS 
© X-RAYS 
© ART WORK 
© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 

nd Patented 


WEG. PLATE HANGER Hongers 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 
Cleveland 10, Ohio 
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RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 





machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide $1775 
TAX EXTRA 
FREE TRIAL OFFER. Write, osking ustosend you » 
oa RITE-LINE Copyholder with the understanding you 


moy return it without chorge within ten doys 


4209 39th Street, N.W. 
) RITE-LINE CORP. Washington 16, 0.C: 


beww rrr ow oe CPOE DOL OO DO OOOO 
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The new, 


SURE 

envelopes, stamps, label New Exclusive 

et JUST ROLL IT « Moisture Control” 
reoN anne ‘ 

Danes” ar + Me The only moisten 

spo > squeezi Me- : n 

chanically constructed to °,,9¥9are" eed to 


roll an even coat 
of water on the 
surface each ond 
every time 


flow evenly always yet 
keeps hands CLEAN and 
DRY! A must for every 
office, home or shop! 

See your Stationer or write 98c each 


MFD. BY BERNAY PRODUCTS CO. 
412 S$. Wells St., Chicago 7, Ill., WAbash 2-2636 














Substantially Reduces 


NOISE 


of Keyboard Graphoty pes 





SOUNTROL Noise Reducing Hoods, the re 
sult of many years’ research by accoustic 


engineers protect workers from tir ng 
noise—increase production and work a 
curacy Your Graphotypes can be relo 


cated for better work flow when noise is 
eliminated and machine's appearance ) 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace. retard 
ventilation nor interfere with machine serv 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 
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"Office 


MV ANTO Nae) 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 
Forms Constructions 
Available Today 





Just Published! 


Aithough there have been literally 
tons of literature published on the 
subject of business forms, it has been 
almost entirely of a 
nature. This new 
pletely objective! 


The clerical 
quired to 


promotional 


manual is com 


time effort re 
file 


the forms 


and 
process, 
dwarfs the cost of 
themselves. Well designed 
rectly planned forms can 
costs to a minimum 
shows the broad scope 
dous number of forms 
ind the efficiencies 
that are 


sign, 


write and 
forms, 
and cor 
keep 
This 


and 


these 
manual 
tremen 
constructions 
and 
possible through 
construction 


economies 
proper de 


and application 


MANUAL OF 
BUSINESS FORMS 


$2 a copy postpaid from 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16 
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Tabat Joins Old Town 


Kmmett L. Tabat 


was announced § by 


James H. MeGraw 





Jr., president Mr 
labat resigned = as 
general sales man 
aver of A. B. Dich 
Co His respons 


Emmett | 


Tabat ae 
bilities at Old Town 


will inelude direction of 


sales, marketing 


and product development activities. Law 
rene \vanzino continues as general 
‘s4les manager and all other sales exec 
itives will remain in their present as 
signments Mr. Tabat had been with 
\ B Dick Co for almost 20 years, 
beginning as a machine service man 
and advancing through production and 


sales, He is a graduate of the Uni 


versity of Wisconsin and has studied 
executive management at Harvard Bus 
ness School. 
NBFA Convention 

The board of directors of National 


Susiness Forms Associates 


that the 


announced 


1955 eonvention will be held at 


the Edgewater Golf Hotel. Edgewater 
Park, Miss near New Orleans). Oct 
I Ny 


Heads Cordley & Hayes Sales 
Cordley & Haves, New York 


fucturer of electric watercoolers, an 


manu 


nounced the 


appointment of Lawrence 


D. Toolan as sales manager He was 
formeriy assistant sales manager and 
has had 12 vears experience in prod 


wt distribution and sales organization 


180 


Nas joined Old 
Town Corp. as 4a 
ce president, { 


General Sales Manager 
Wesley KE. 
kins, for the 


Jen 
past 
2% years national 
sales manager of 


Marchant Caleula 


tors, Inc., has been 
named to the new 
ly created post of 
ice president and 


yeneral sales man 





ayer, it was an- 


Wesley E. Jenkins 


nounced by Edgar 


®. Jessup, president. Mr. Jenkins will 
direct all marketing activities. He 

ll] head Marechant’s now network of 
sales offices throughout the U. S. and 
Canada and will be responsible for 
overall administration of foreign sales. 


Mr. Jessup stated that, ‘‘ Establishment 
of this post in our executive 
Marchant’s 
administrative 

, with 
company’s growth and progress. 
Jenkins to the 
well-earned 


group Is 
an extension of poliey ot 
broadening responsibil 
further our 


The 


post 


ity in line and to 
naming of Mr 
is bestowal of a reward for 


outstanding performance since joining 


our organization 


NCR Building Program 


Construction has begun on the first of 
two buildings which National Cash 


ster Co. 1s adding to 1ts main plant and 


Reg 


general offices in Dayton, Ohio, accord 


ing to Stanley C. Allyn, president. Thess 
are part of a $17,000,000 capital expen 
1955, the 


such appropriation for one year in NCR’s 


diture program for largest 


There will be a 


70-year history. new 
2-million-dollar 3-story manufacturing 
building and a 4-million-dollar 6-story 
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NOW~—FAUI! aags in / national Magazines 


- 


| en Aes we ee Oe 


Scum 


TIFFANY STANDS 
WILL STOP THE GHAKES), 


in your office...and give you 
... Happier Machine Operators 


... Maximum Office Efficiency 
.-. Safety for Office Machines! 






Don't let flimsy stands rob you of office 
efficiency and high operator morale. Tiffany's 
solid steel construction guards your costly 
machines and gives a lifetime of service for 
less than $1.00 per year. No protruding 
casters or rough edges to cause accidents 
snag hose or scratch operators. Open top 
greatly reduces annoying machine noises 


With one 
drop leaf, 


MODEL 5002—Heavy metal castings form 
solid base for stand, cover retractable, posi- 
tive-action casters. 4-cup open top locks 
machine base in place; reduces noises and 
vibrations. Sturdy drop leaves attach flush 
with top or low for posting tray 










MODEL 9000—''Ton Tested''* stand for heavy 
portable, electrically operated office ma- 









With two chines. Oversized steel drop leaf, Extra 
drop leaves, reinforcing, wider and deeper framework 
Model 9002. gives firm foundation. Positive caster-retract 
ing device ‘TM 
dei nad 
Often Imitated... panei yin aires 
Never Duplicated your Tiffany Dealer for these and other models. 






Write for full 


color brochure 





rorsyt! # Stand Co. 


$7¥.t10uU1S$ 5, m@ 
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NOW—FAUI! aags in s/ national magazines 






most read by your Business Machine customer 


To help you—THE DEALER —Facit Inc. is doin; 
a stronger pre-selling job than ever, for Faci 
calculators, Odhner adding machines, Hald: 
typewriters. More publications! More insertions 
Larger space! More color! 








AND TO BUILD UP MORE SALES IN YOUR ARE/ 


q . Facit backs you up with: 


5,218,623 top executives in 
Business, Industry and gov- 1. Regional trade shows. 2. Classified phone book adver 


ernment are being influenced tising 3. Direct mail ideas, including folders, blotters 
by Facit’s 1955 advertising , 

postcards, etc. 4. Newspaper mats and cuts. S. Point-of 

we eewwcewenenccceny sale displays. 6. Local publicity. 








FACIT INC. 


404 Fourth Ave., New York 16, N. Y. 


New FACIT...mMTK 
= 114 Sansome St., San Francisco 4, Calif. 


ee ee ern Pioneers in business machines since 1884. 


a oa 
: ‘pg 
i VE 
eee eeeceeeaeeaee 











FACIT CALCULATORS @e ODHNER ADDING MACHINES e HALDA TYPEWRITERS 
SOLD AND SERVICED THROUGHOUT THE WORLD 


















see 


os 
“VT < +4 —— j 4 
i Oh Or 
ad aa 7 . 


Representatives of Inserting & Mailing Machine Co. held a two day sales meeting at the home 
office and plant in Phillipsburg, N. J.. and in New York. Seminars were conducted by D. E 
Williams president Philip |. Ross president of the firm's advertis ng agency, and the represer 
tatives: Ray D. Cherry, Albert F. Lyons, Gilbert Lyons, T. Brzoza, G. S. Chaffin, Carl E. Best 
Kenneth S. Tennant. R. K. James. Howard James, Frank Wallace. W. A. Charnstrom. Albert 
White, E. Walter Karkut, John Thurston, Allen Watts, Ned Henshaw and Roger Sisk. 


astnoorinn researel Mr. H 
B ng pe tee “al p4e | Nlel 
Por ! penrance 

a. t r } yg i ( i 

‘ NC] 1 t nee | ! 

r r il Zi ~ ? 

General Manager of Hano né , ' , e] 
( J MeKeen w i! ‘ he hee 

nager of PI p Hano ¢ H f rman | Hear 
M eding Robert H ! inag ‘ the 
ne 3 annour Her ; hanges 
Har : nt of tl , 








New El Monte, Calif., plant, offices and laboratory of Alum-O-Lith, Inc., makers of double 
duty presensitized offset plates and chemicals. The 17,000-sq.-ft. plant can produce over a 


million plates 4 month. 


Tne Orrice—May, 1955 183 


609 








Gare Fae. VEEUUSE aE 





TYPE CLEANING MADE EASIER 


with the omazing 
#¥ 
fi 


CLEANS 
© Typewriters 
7s Billing Mochines 








Typists ond business 
machine operaton wont 
“Norte Plastic Type Cleaner 
i's easy to vse— no mem 
~ no liquids to spill © Marking Devices, otc 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent ypoe reaver! write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 











For Your Aaaual 


TYPEWRITER ROLLER CHANGE 


Insist on @ 
“Futuristic” 
5-Star Platen 

for 

Best Results 
Manufactured and Distributed to 

Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 














MANUFACTURER'S 
REPRESENTATIVE 


For Greater New York Area (incl. New 
Jersey). Can give representation for your 
company at the highest level. Fifteen 
years experience in New York in top 
manufacturing and marketing job. Experi 


ence largely in Office machines and 
equipment. 


Write: Box 198 c/o The Office 


232 Madison Avenue, New York 16, N. Y. 








J 





CASH REGISTER 


NEW ADORESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST. MT PROSPECT 





ILL 
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planned expansion program covering 
Mr. McKeen joined 
Autographic Register Co., Ltd., Montreal! 


as a stereotyper’s helper in the plate 


plants and sales ia 


roon In approximately four years 
he came up through the plant and be 
came superintendent of the company 
In 1925, Mr MeKeen and seven othe: 


stockholders started American Registe: 
O., Joston, a present-day competitor 
of Hano, and he remains one of the 
original stockholders of that company. I 
1032 he helped organize Atlantic Reg 
ster Co., Walthan In 1946) he Vas 
late kdward Hane, ther 


Holyoke organization 


selecte bv the 


for the post of superintendent 


Appointment of 
George H Cal 
S lirector ft l 


y formed 


ele market ‘ 
partment fil 

, 
nounced = by \ i. 


Diek Co. Ralph P. 
Sunssett Vu nat ed 


Kuro Can sales 
| 


manager and Rob 


George H. Canada 


ert S. Starrs, Latin 


American Sales manager Formation 
of the department emphasizes the wu 
creasing potential of foreign market- 


n the duplicating equipment and su} 
p Mathews 
Dick J Bee vice president | \1 


SHICS, 


es business, according to 
present, the Western huropean market 
for duplicating equipment is about two 
thirds as large as the | Ss. or 


Mr. Dick estimated Lat 


ati \mericn 


narket 
represents about one sixth the potentia 


of this country and is growing rapidly 


Marchant Plant in Germany 


Marchant Calculators, Ine. will e: 
mence manufacturing operations in 
West Germany factory the latter part 
of this vear, according to Edgar B 


Jessup, president The company ha 
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Displays and other 
promotion by Ivan 
Allen Company's 
seven stores in the 
southeast featured 
the ''Sky's the Lim 
t' theme for Staxon- 
steel Transfer Files, 
made by Bankers Box 
Co. Sales increased 








greatly 
i ! 2 ! 
uUlpped = f liator ir I tuyes ha vreat rtaile 
et uy tl thie ile \ I I race ‘ ! ( ! 
ry enl hhine I irke t 
) iit t ot th | ! 
irket ren present sale Lansdale Promotion Idea 
n ntial emay of such propor Lansdal ‘ luct (ory I 
Ons “ ] Mr Jessup, ‘‘that olur ls int ’ , } , 
roduetion in kurope is required to serve ta ; ne , 
! ! tributors and their et p nat? , the { 
Also, we will export from Ger money-saving produet leach Tue 








3 ropurar LABELING propucrs 


—-— PERMA-STIK, the self-adhesive tube or strip-like 

label holder that is now open on three sides for 

greater utility. It will hold a card many times 

its own width. Very easy to use 

FOR BINS AND SHELVES—Available in three sizes 

PS-/o V2’ 30c per ft. PS-34 34’x6” 35¢ per ft 
PS-| I'' x 6" 40c per ft 











FOR RING BINDERS 
Smooth finished, durable metal construction 
elluloid window protects and keeps tabel clear 
Neat uniform appearance lasts indefinitely 
SO-! for i” Ring Books 25c each 
$0-1'2 for t'/2" Ring Books 30¢ $0.2 tor 2” Ring Books 35« 















FOR POST T BINDERS 

There is @ Vinyl Plastic Label Holder for eve y type 

of open back binder. W not warp or cur made to 

Slip-On any size post 
PBS ; 


x 2'/; $0.20 each 
PBM—!"' x 2 25 each 
PBL— 2 x2 30 each 
| OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
\ West Coast Distributor: Arch K. Ansty 


171 2nd St., San Francisco 5 
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E-Z SORT SYSTEMS 
save time and money 
in every department... 


© Accounts Payable 


* Accounts Receivable 


¢ Cost Accounting 
* Payroll 

¢ Purchasing 

© Manufacturing 

© Inventory 

® Sales 

© Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 


Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You 





Chicago building where Shipman-Ward Mfg 


Co. occupies entire third floor. 
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Star Steel’s Sales Manager 





Edmund F. Mansure 


(left) 
Genera! Services Administration, received the 
Award of Achievement of the Washington 


Administrator of 


Office Equipment from its 
president, Lee Field. Efficiency and economy 
n Federal business administration 


for Mr 


Managers Assn. 


won award 


Mansure. 
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POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


NO 


New Canode DRI-RITE 100 is 
| the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and rag stock) it 
dries as it New formula 


OFFSET... 
SMUDGE... 
SLIPSHEETING 


some 
stacks. 
and processing give sharp 
BLACK reproduction SAFELY 

. on open or closed drum du- 
plicating machines, Will not clog 





pads, harden in cylinders or 
damage stencils, Performance 


GUARANTEED! 


1-lb. FLAT or ROUND CAN 
Va-lb. PLASTIC SQUEEZE DISPENSER 









Write jor name of nearest jobber! 





INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 

















PROBLEMS 


3 PHONE "Soiveo 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
65 Modison Ave. 
Room 710 
New York 16 


Burroughs 














@ Book KeePinc 
@ CALCULATING 
@ ACCOUNTIN 
pegnt. sold. 
en . fepaired or re- 
am 

conditioned. Write for 
current prices 


550 BROADWAY, NEW YORK 13, N.Y 
WO 4-1240 ¢ cable: Hodgmach 


Typewriter 


TOOLS 


Mlustrated price list on request 


"Sines 1927 





ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 








Genuine En rand ellerhoads 


FREE PROOFS 















hana i 
PIT ng Co 
80! SO. 201 STREET -BIRMINGHAM 5, ALABAMA 


Ame raest Enarave t f e tationery 


Jew 
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Cullom & Ghertner Secretary 
John 


Talton, formerly estimating 


pervisor for Cullom & Ghertner Cx 
Nashville, Tenn., was elected secretary 
at the annual meeting of the board of 
lirectors, it was announced by Alven S&S 
Ghertner, the firm’s president. Mr. Tal 


ton has been with Cullom & Ghertne 


live years, starting as a con positor, and 
has hes n pron ted successively to est 
ator, super sor and office manager 


Joins Peerless Imperial 


Bernard Saltz 
ma well known in 
the stationery and 
ifhies supply ndus 
try, has oined 
Peerless [mperi: 
Co., ribbon and ear 
pon manufacturers, 
Newark, N. J n 
the capa itv of as 
tant to the pres 
ent, according to Bernard Saltzman 
Jame lreanor, president Mr. Saltz 
man Wil eover the I etropolitan Ni 
York area I eapacity Dur ny 
the eight years that he was connect 
with the Wilson Jones UO., he made 
ui host of friends in the industry 
Adler Texas-Okla. Manager 
Grramont Corp., Los Angeles, west 
ern distributors of Adler Typewriters, 
announced appointment of Harvey 8 
Fields as sales manager for the Texas 
Oklahoma j sion 
Diazo Paper Record 
\ world production record for diazo 
sensitized paper was set bi Ozalid 
Division of General Aniline & Filn 
Corp., according to Ben Friedland, Ozu 
1’s production manager Nearly 
llion square yards of sensitized ma 
teria ere produces I one uninter 
I te 44-1} r perio mm ‘Big Bertha, 
irge il tastest azo coating if 
chine Mr. Friedland said, ‘‘The per 
formance npr sed non-stoy splieq y 
ar coating : 2.000 It rolls t 


THe Orrice— May, 1955 











... Efficient . . . Economical! 


MIM-E-O 


STENCIL & OFFSET 





$ Lh tee 







NEGATIVE & MASTER "EASY TO FILE 
just slip top edge up and 
under atented MIiM.E-O 


FILES — 


The MIM-E-0 Patented Spring Clip method of 
vertical filing provides complete rotection for 
Stencils (in File Wrappers), Offset Negatives, and 
Paper Composition, Aluminum and Zine Masters— 
especially the serrated edge of Multilith Masters 
Special heavy-tension Spring Clips available for 
filing Zine Masters. 


The complete MIM-E-O line includes models to SAVE SPACE 

file Multilith #1250, #75, #80, #81, and #2066 Each hanger holds two Sten- 
Negatives and Masters; also Davidson #241, #251 cile, Negatives or Masters 
and #233. Filing capacity from 50 to 1000 units sien sat | 
Seanad : MIM-E-O has 250 Distributors from coast to 

St t t . > 

By "Baked Senn coast to help you with your Stencil or Offset filing 


Finish. problems. Sone 





All Models of Heavy-Gauge 





Write Today for FREE Iilustrated Brochurel 


MIM-E-O STENCIL FILES CO. "==" 


MIM-E-0O Angle index tabs 
instantly locate Stencil, Nega- 


1219-21 W. Chestnut St. ° Chicago 22, Ill. tive or Master 










KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 





Special engineering is the key to motor depend- 
ability in business machines... because it assures 
the exact mechanical and electrical requirements for 
the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are al] specially engineered. 


The Lamb Electric Company, Kent, Ohio 





In Canada: Lamb Electric—Division of Sangamo Company Ltd.-Leaside, Ontario 


Elechuc 


SPECIAL APPLICATION MOTORS 
a FRACTIONAL HORSEPOWER 
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C-THRU 


the Quality Line of @ 

STURDY, TRANSPARENT ~~ 
PLASTIC . 

RULERS e TRIANGLES 
T-SQUARES 
PROTRACTORS and 
OTHER RULING, 
DRAWING and 


C-THRU RULER CO. 


Hartford, Conn., U.S: A. 


_— 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
e 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 
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| AUTOCOPY | 
Cleansing Cream | 
Hectograph mimeo and dupli- | 






ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 


able in 6 oz. tubes, '/2 |b 
ars, | |b. cans or jars 
Dealers write for com 
plete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th Street, New York 1, N. Y. 


SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


Name of Company 





Address 
City & State: 


Name & Title 
























Sure, Lean refill it! The isan 1-for-All refill 


y ball point pen! 





fits almost an 


@ REDUCES 
INVENTORY 


e PACKAGED 
6 WAYS 


1%-su@ | | 


Refill 2s, 


Fits Most Ball Point 
Pens! 


Order from 
YOUR STATIONER 
Monviectured by 








The FISHER PEN COMPANY, Chuage 13, Hi 
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The new name of Clary Corporation 


the former Clary Multiplier Cor 


ration is now official with the filing 


by-law amendment with the Seers 


tary t State at Sacremento, Hugh L 









the 
important 
thing 










is the positive improvement 
you'll find in your originals 





and copies . .. the cleaner, 





sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 





Joh 4. Noonan, head of the 
bork etropolitan orgs ation of on 
Logg: agen pooner - Cd — MFG. CORP. 
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Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


79 Madison Ave. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 








° AD VIEIR THIS IR 








Acco Products Inc 

Acme Adding Machine Service & Sales 
Acme Bulletin & Directory Board Corp 
Addo Machine Co 

Alien Business Machines, Inc., R. C 
Allied Carbon & Ribbon Mfg. Corp 
All-Rite Pen. Inc 

Amberg File & Index Co 

American Automatic Typewriter Co 
American Dictating Machine Co 
Hair & Felt Co 

Lithofold Corp 

American Numbering Machine Co 


American 
American 
American Pencil Co 
American Register Co 
Ames Supply Co 
Arnot-Jamestown Div 
Arrow Fastener Co 
Atias Stencil Files Corp 
Autocopy, Inc 
Baltimore Salesbook Co 
Bankers Box Co 

Bates Mfg. Co 

Fred 
Bernay Products Co 
Bohn 
Bomont, Inc 


Baumgarten 


Duplicator Corp 
Borroughs Mfg. Co 
Bostitch. Inc 

Box 198 

Bruning Co., Charlies 

Bud Type Cleaner Co 
Burroughs Corp 

C-Thru Ruler Co 

Calculator Equipment Corp 
Can-Pro Corp 
Catper, Inc Irwir 
Challenge Machinery Co 
Charnstrom Co. W. A 
Clary Corp 

Codo Mfg. Corp 

Cole Steel Equipment Cx 
Colonial Carbon Co 


Columbia Ribbon & Carbon Mfg. Co 
Copease Corp 


Copy-Craft, Inc 
Corry-Jamestown Mfg. Corp 
Cotterman, |. D 


Inc 


Cramer Posture Chair Co 
Cummins-Chicago Corp 
Dennison Mfg. Co 


Denominator Ce 


192 


Corp 


38 


28 


112 


188 
165 
143 

29 
129 
146 
156 

24 
136 

92 


170 


124 
23 
184 

3! 
151 
178 
190 
100 


56 
145 
178 
123 
161 

18 

17 
184 
135 
10¢ 

c 
190 
163 

56 

27 
169 

5 
191 
i13 
104 


149 


14! 


Dewberry Engraving Co 188 
Dick Co., A. B 26 
Dictaphone Corp 3 
Dieh!,. G.m.b.H.. Heinrich 10! 
Ditto, Inc Inner Back Cover 
Dixon Crucible Co., Joseph 9 
Eagle Pencil Co 16 
Eastern Corp 103 
Esleeck Mfg. Co 20 
Evans Specialty Co 134 
E-Z Sort Systems, Ltd 186 
Faber-Castel!l Pencil Co. A. W 132 
Faber Pencil Co., Eberhard 102 
Facit. Inc 85, 182 
Federal Cash Register Co 177 
Felt & Tarrant Mfg. Co 97 
Fisher Pen Co 190 
Force & Co. Wm. A 131 
Fototyne, Inc 138 
Frankel Mfg. Co 58 
Frumkin, Michael 154 
Gates Associates 125 
General Binding Corp 153 
General Photo Products Co 193 
Haloid Co 140 
Heat-Timer Corp 19 
Heimetite Corp 73 
Heyer Corp 159 
Hush-A-Phone Corp 188 
Hygienic Dental Mfg. Co 10 
Industrial Shredder & Cutter Co 109 
Ink Specialties Co 187 
Inserting & Mailing Machine Co 4 
Inter-Continental Trading Corp 174 
International Cash Register & Parts Co 184 
Invincible Metal Furniture Co 12 
Jardin Associates, Inc 178 
Kahn, Inc., David A 
Kee-Lox Mfg. Co 33 
Kil-Klatter 92 
Kline Co., W. R 13) 
Lamb Electric Co 189 
Lansdale Products Corp 154 
Lee, Roy B 188 
Legge Co., Walter G 13 
Letterex Corp 130 
Litho Engineering & Research 176 
Magnetic Recording Industries 127 
Manpower, Inc 171 
Marchant Calculators, In 49 
Master Addresser Co 164 
McBee Co 34 
Meilink Stee! Safe Cc 148 
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Metalcraft, inc 

Metal Specialities, Inc 
Milwaukee Metal Furniture Co 
Mim-E-O-Stencil Files Co 
Minnesota Mining & Mfg. Co 
Modern Business Forms Mfg. Co 
Moore, Inc., P. O 

More Co 

Multistamp Co 

Nationa! Blank Book Co 
Nationa! Business Show 
National Cash Register Co 
Neenah Paper Co 
Nekoosa-Edwards Paper Co 
New England Paper Punch Co 
Norta Distributing Co 

Nu-Arc Co 

Office Products, Inc 

Office Publications Co 

Old Town Corp 

Olivetti Corp. of America 
Outlook Envelope Co 

Ozalid Div. of Genera! Aniline & Film Cor 
Pearl Engraving Corp 
Peerless Imperial Co 

Pelouze Mfg. Co 

Pemberton Printing Co 
Pitney-Bowes, Inc 

Plastic Binding Corp 
Plymouth Rubber Co 
Print-O-Matic Co 

Rapid Roller Co 

Regal Typewriter Co 

Regna Cash Registers, Inc 
Reliance Pencil Corp 
Remington Rand Inc 

Rite-Line Corp 


Roberts Rubber Co.. Weldon 





BANTAM MODEL 
EXACT-PHOTE-COPY 
ORY PROCESS ONIT 


NEW! 


Gives you DRY photo 
copies in your own of- 
fice or plant in seconds. 


Light Weight 
_.. Portable 
low priced $200. Be. 6008: 


at only 


Use it anywhere. 100% portable. Weighs only 22 Ibs 











ONE UNIT DOES EVERYTHING 
and does it automatically! 





No darkroom 
No fumes 
No washing 
No fixing ¢ 9 wide x any length 
No drying * |-side or 2-sides 
MADE IN U.S.A. LIFETIME GUARANTEE 


* Simple to operate 
* Get 60 to 9 copies 
per hour 











WRITE FOR FREE CATALOG 
GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave., Chatham, New Jersey 


pecializing in the manufacture of dry and wet 
process photo copy equipment & supplies 
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Rogersnap Business Forms 154 
Rol-Dex Division 54 
Rose Ribbon & Carbon Mfg. Co 55 
Royal Typewriter Co 98, 99 
S & M Distributing Co 170 
Saunders Mfg. Co 154 
Schlegel Mfg. Co 162 
Schwab Safe Co 170 
Scribe Corp 53 
Security Steel Equipment Corp 57 
Shaw-Walker Co 108 
Shipman-Ward Mfg. Co 166 
Shredmaster Corp 152 
Smead Mfg. Co 150 
Smith-Corona, Inc inner Front Cover 
Speed-O-Print Corp 37 
Spitzka Mfg. Co 177 
Spot Carbon Products 142 
Staplex Co 91 
Stenafax 107 
Stile-Craft Manufacturers, Inc 6 
Storms Co., H. M 39 
Swift Business Machines Corre 155 
Tab Products Co 173 
Thomas Collators, Inc 126 
Tiffany Stand Co 18! 
Times Facsimile Corp 107 
Typewriter Equipment Co 138 
Undewood Corp Outer Back Cover 
Victor Adding Machine Co 35 
Victor Safe & Equipment 114 
Vogel-Peterson Co 160 
Warner, H. A 
Wassell Organization 
Watson Mfg. Co 54 
Wausau Paper Mills Co 30 
Wheeler Insulated Wire Co 

Worden Co 43 


167 





PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘'Outiook’' Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 

proves personne! relations 

Send us check you now use end we will submit 
sample Paycheck ‘‘Outiook"’ Envelope and prices 
based on your estimated yearly requirements 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelopes 


W Woe , id ‘ 





Log 


produc 


departme! 


produc tive 
are! 
time, I ion, 


ormat 


reports, dire 


bulletins 
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0 tol you are losing money 


in at least one of these departments! 


in just 30 seconds .. . Thousands of 

companies have found new savings 

by analyzing their costly paper 
depa 








ORDER-BILLING Check to see how many typings are now necessary. Count how many times your 
customers’ names are re-typed, or re-written before final invoice or filing of completed form. If 
more than once you can save time and money with a DITTO One-Writing System 











PRODUCTION How many typings are you making to produce shop orders, material requisitions, 
labor tickets, move tickets, load tickets? You'll speed production, increase efficiency and profits 
by using the DITTO One-Writing System 











PURCHASING RECEIVING How many times is your basic purchase information typed to produce 
bid requests, purchase orders, receiving reports and debit memos? If it is more than once, you 
can save money and time with DITTO One-Writing System. 














PAYROLL Are you stili writing and re-writing to produce payroll lists, 
checks, earnings records? With DITTO One-Writing Payroll Method 
every detail of an employee's pay, including deductions, reproduces from 
the DITTO Master to the payroll copies without re-writing. Errors 
are avoided, time and money is saved 

















INVENTORY CONTROL Check and see how many people are required 
to keep your inventory control. See how many times the same 
information is being re-written or re-typed. Every re-writing is an 
opportunity for savings with the DITTO One-Writing System 

















MAIL COUPON OR WRITE OW YOUR LETTERHEAD FOR ACTUAL 
CASE HISTORIES OF SAVINGS IN YOUR PARTICULAR TYPE OF 
BUSINESS OR DEPARTMENT 


DITTO, Incorporated 631 S. Oakley Blvd. Chicago 12, Ill 
in Canada: DITTO of Canada, Ltd., Toronto, Ontario 
in Great Britain: DITTO Britain Ltd., London, England 


At no cost or obligation please send me information on how you can 
save us money, time and effort with DITTO One-Writing System for 


——Order Billing ___ Production__ Purchase-Receiving Other 
__—Payroll___tnventory Control___Hospital Admittance 

Name, position 

Company 

Address _ 

City___ ; County —— 


TP iicnthlinentienanintiemeneininianmanal 





NOW! Underwood Electric 

Continuous Form Machines 
offer you automatic electric 
retraction of carbon paper 


Underwood Electric Continuous Form arbon paper—long flat sheets, flat packs, 
Mac hines are designed to eliminate all nele and multiple ply rolls Lhe oper- 
non-produc tive ope rations in multi COpPy ator imply ty pes and removes €a¢ h set 


record writing. of forms: the next set 1s automatically 


Automatic electric retraction of carbon moved into typing position. Machine is 


| 


paper IS a good example. lhe carbon aiway a atlable as an all-purpose elec- 


paper 1s automatically moved from the tric typewriter. Cost savings usually pay 

comple ted set of forms into typing posi- for machine during first year. 

tion in the following set of forms. Result: lelephone your nearby Underwood 

you save time, cut carbon paper costs. thee ee the vellow pages of your tele 
Other features are: Underwood ma- phone directory) or write today for 

1 


chines will accommodate eve style of full details on the Underwood flectri 


continuous torms and continuous le nyth Continuou | orm Vac hine 


UNDERWOOD 
+- 2) - 


yy 

+ > 
105 guys 
sou 





